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1. Taga Basis. 


~~ The’ Classification Act of 1923, as ‘amended by Sections: 03 a Lol 
of the Federal Employees’ Pay Act of 30 June 195 (Public Law 106. = 79th 
Congress, 5 U.S.C.A. 66:(-£) and -(g)), provides statutory authority. for 
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f granting within-grade' pay increases as rewards for superior accomplish- 


7 / ment in, conformity with regulations eon set forth in USCSC Departe 
Dh mental Circular No. BuO, dated 5 Setober 19hs5 

: a, eee Committee on Superior Accomplishment. 

oo.) A CTA Committee on Super tor Accomplishnent is Ces ey established 
{ composed of the following: mare 

i , 

Executive Director Pos ee enema! 

i . Executive for Administration - Alternate chairman and 

| and Management a member. 

Chief, Management: Branch, AGM = = =. Member 

- Chief, Personnel Branch, A&M = Member and Recorder 

| One representative designated ' 

by Assistant Director. or. \ 

fees 2 Staff Chief. concerned >. = ~ ember c 

je The , “commit thse will review. all comenied rewards on salay 
increases for epee accomplishnent and make | recommendations, <0 the 
ae Director.” ~ . : ; 

| oly Condi tions of Bligivitaty. “ 


oi es | Bligibility for “withinegrade salary advancenont: as a reward for 
2S. 3 “superior accomplishment shall be: subject - tor 
ge \. ib 


Jape 


Ae ogee ee a : | Suffloteney: of available’ appropriations, ee 


oe ‘Supe rior. scconpldeiinant: conforming to “the standards estab= 
“Lshed Ain Mats “instruction. 


Bt Cees Compensation: of-the’ individual. concerned belne oe than 
oe maximum rate’ of compensation. Por the ‘grade of his position. oe 


cane “de No previous advancement: as a hewaid: having ‘beoh. nithanieed.. 
: fie the individual concerned during the ene period - z 
for a normal Periodic: © REST 


ESTRICTED 


alease:.2006/1,4/ 
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7 ae A superior accomplishment warranting the additional advance= 
ment of an employee must meet one of the following tests: | 


hee ate ; | : i: ; ae eae : oe } 3 
a ay tite CG a: PC gett pate Ray a? : 

5. Standards and Criteria for Superior Accomplishment Rewards, By a 
4 


. (1) Sustained work performance for a period of at least . 
three months of such a nature that it not only meets the require= | 
ments for the highest attainable efficiency rating but merits. — ‘i = 


. distinction among those who are given such rating or among those _ ; 
a whose current work performance is sufficiently outstanding to | 
. justify such rating. or. ; . ae 

7 


(2). Initiation of an-idea, method or device which has been - 49 
developed and adopted to improve the public service or provide 


‘for more economical oreration in the public interest. 


(3) A special act or service in the public interest, relat-— 
ed to official employment and over! and above normal position 
requirements, of such an umusual or distinctive character that 
its. recognition-as a basis for an additional advancement would. 


‘ serve as a definite incentive to others, - 


be. then an employee is recommended for. an additional advance~ 
_ Ment under paragraph 5a(1) above, the recommendation must include: 


(1) A statement that the employee hes had, for a. period 
of at least six months immediately preceding the date of the 
recommendation, an efficiency rating of "excellent" or that _ 
he merits such a rating at the time the recommendation is made. 


(2) A description of how the employee would have to per=" 
form his duties. in order to meet the standards of performance 
normally expected in the position, 


(3) A description of how. the employee actually performed - 
his duties in order to be rated "excellent", This should in= 
clude facts concerning the quantity and quality of the employee's. 
work, the mamer of performance, personal traits, and other evi- 
dence of superior accomplishment, This vart of the recommenda— 
tion should be ‘in specific terms with examples to show how he 

. Met the standards of an "excellent" employee. ; 


. (4) A description of how the omployee's performance merits 
distinction among other employees rated "excellent" or who are Sos ae 
worthy of such rating; and how such Performance was an. incentive on. 


_ to other employees, reat I 3 ae: es 2 Raye ee 


Come Examples of the types, of acts or service. which might justify 
_ additional advancement under paragraph Sa(2) and (3) above aro: ; 


(1) Distinguished achievement in improving the morale of | 
employees. -° eG oe a bets ME Psa a 


Tred Fea AR ne ee ea 
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(2). Outs tanding contribution to management or operations. — 


eis ce, 


* m4 
tn ee be dered Slate ott 


| (3) Monetary saving ‘to the: government, 


(h) > Act, service, or valor over and above the call of duty. 
(5) Performance which has involved the overcoming of un= : 4 
_ usual difficulties, 


2 RTE PPLE ie es ncesrnreane matey eect aT vent ME 


d. Examples which by themselves are not acceptable for recome gas 
mendation for superior accomplishment rewards are listed below: nod 


SEA Mert yee. 


a (1) Long hours voluntarily worked. 
: ae yous (2) Loyalty to the service. 
(3) Efficiency rating of Very Good or Rxcellent. 


a a (4). Performing duties of a higher grade; which situation 
are could have been corrected by reallocation. . 


(5) Reallocation to a higher grade without salary increase. 
(6)' Long and faithful service, 


63 Procedure. 


- @ All recommendations for within-grade promotions under this 
instruction will be submitted in triplicate on Form 37-3 (Personnel. | 
Action), accompanied by detailed basis for the recommendation, ie os 
through the Chief, Personnel Branch, A&M, to the committee, The oe 
type of action should be shown on Form 37-3 as "Pay Increase for nen 
~, Superior Accomplishment", and the effective date shall be the begin- 
“ning of the first pay period following the approval by the Director, 


Be The: committee will. review and forward to the Director for 
- £inal action all recommendations which, in the opinion of the com= 
mittee, meet the standards established for such an increase, 


» Ce Recommendations which, in the opinion of the committee, do’ 
not meet established Standards for advancement will be returned to . 
the initiating officer with a statement of reasons for the commit= 
_tee's action, In such cases, Assistant Directors and Staff Chiefs 


- coneorhed ‘may. appeal to the Director if. they so desire,: 


_ a. The Chief, Personnel Branch, will be responsible for recom 
mending adequate publicity for such rewards so that they may serve 4 


_4s ¢n incentive to all employees, 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE; ee a 
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_. DISTRIBUTION: ALL. EMPLOYEES Administration and ‘Management 
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orks wat Baa os ‘ ; a a _ oe ae 


‘SUBIECT: - “Revard for Superior Accompliehment, 


. a Legal. Basi 8. 
| The. Classification ‘Act of. 1923, as amended by. Sections. 403 and: 4ok 
of the. Federal. ‘Employees: Pay. Act of 30 June 1945. (Public Law 106: - 79th 


re 


fa CHL eg Huy bead dpnalte aie 


Congress. 5'U.S.%.A. .66 (f) and. (g)} » Provides statutory. authority. for 
' granting within-grade pay increases ag rewards for superior accompliash- os 
ment in- ‘conformity with regulations. currently set Tory in ea oe as 4 
mental Ciroular Wo. 5h0, , , dated 5 October 1945. * 4 
| 2. - COM Comm ‘ttes: on Superior Agcomptiatinent . i 
j A CIA Conmittse on. uation Acconp ishnont is hereby ‘atablished : 
“composed of the following: a ngs : 
| PE ae. “ieee : 4 
} eae "Executive Director" tk Chairman : 
STATINTL _Bxscutive for Administration , * Alternate chairman and 
fae and “Management ‘ "member ae 
STATINTL “Chief? ‘Management Brarich ; a | _* Member Sa 
a oe “one Persénriel Branch, "ARM. oe Member and Recorder | < ae” 


“One: representative designated’ . ' 
_ by Assistant Director or, 3 5 ee. ge 
| Staff: chief concerned ; Ros nt - - Metibeir : 


an The committee will review. all. ecomend ed : rewards for dalery | 
increases oe rupertOr ecccaetishment ane mek? pec mena Fans to the 
PEpogees ty eae | Pe ae ase 


dba. ‘Conditions of. Higibs2ity. a : 7 cae we Osu : | 
eaaabrieg” for. avithin-grade salary. advancement a8 a: | reward, for ‘ ma one o 
superior. Secomplishment shall be. subject COS 6 ce we 7s 


Be ‘Sufficiency of available appropriations. | 


RTE ASNT TAHARI EE AO EO Mente pete RE Ete here none ne yee ee 


re Supertor, accomplishment conforming too ‘the standards hae : 
lished dns thie. aovhanerenae pee ee ec 
i a Seas iy ewe S Wg cers OUP, ONS Sa as : ; 
. “ (Cdupotiaat tan of the individual concerned. 4. being bas’ than : 
the naexioum rate of compensation fon the. rade of his position, ae eo i 


rae oe done eho 


STEER ater nnmmrpentrey eannergecregt 


ee Big No. ‘previous: ‘advancement ag: a. revent: having: been. authorized 
. for the individual concerned ‘during the ieee were Period. 
: for. 8. ‘normal. periodic. ‘DAY, Ancreage.::: pha Pee AG ae 
RESTRICTED. 
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5. ‘Standards end Criteria for Superior Accomplishment Rewards. 


@. A superior. accomplishment warranting. the additional advance - 
ment of an employee mae meet. one of. the following tests: 


(2) Sustained work pdrtorachce for a: period. of at least - 


three months of such a nature that it not only meets the. require 


ments for the highest attainable efficiency rating but merits 


distinction among those who are. given.such rating or among those: : 


whose current work performance is sufficiently outetanding to 
justify such rating. 


(2) Initiation cf an-idea, method or device which has been 
“developed: and adopted to improve. the public service or provide 
rer more Sconem cet: operation: in the - public interest. 


(3) A saute act or. service in the public interest, relat- 


ed to official. employment and over and above normal position © 
requirements, of such an unusual or distinctive character that 
its recognition as a ‘basis. for an additional advancement would 

_ serve as a definite incentive. to others. 


b. When an employee is recommended for an additional advance - 
ment under paragraph BAK 1), above , the reccmnendation must . include: 


(1) A ‘statement thet the ‘Gniployee hes hea, for: a period _ 
of at least six months, immediately preceding the date of the 
recommendation, an efficiency rating of "excellent" or that 


he merits such a rating at the time the recommendation is. made. a ? 


(2) A description of how the ‘employee would have to per- 
form his duties in order to meet the standards of. ere Ormenee 
si normally expected. = the position. : 


(3) A ‘daucbistica. of how the employee astoias performed’ as 
his duties in order to be rated "excellent". This should in- 
clude facts concerning the quantity and quality of the employee's 
work, the manner of performance » personal traite, and other evi- . 

‘dence of superior accomplishment. This part of the. recommenda - 
tion should be in specific terms with examples: to show how he” | 
met. the etanderds of an “excellent” employee. |. 


& (4) A description. of how the employee's ‘So paraanes merits 
distinction among other employees rated "excellent" or who are. 


_ worthy of such rating; and how such performance \ was an: incentive 
o other employees. eee i : 


c. " Bxamples of the types of net. ‘or eevice whieh ‘aieht justiry. 


additional edvancenent under paragraph | 5a(2). suns ( 3) above are: 


(1). Distinguished’ ‘achtevemeitt: ian. daprovind the’ uerale of 
employees . 


oe 
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re (2). Outstanding contribution to management or operations, — 


(3) Monetary saving to the government. | : a4 oe ' 


(4) Act, service, or valor over and above the call of duty. E ae 


TSR TRESORS PPAR ESA ARERR PON etree na ara ater r ae TTI, . 
f : 2 


oo See ae eh 
SETTER renee teeter atari nen wan eet sta ye we eneneninmgauenepmantquneg ; 


(5) Performance which has involved the overcoming ofun- 4 
usual difficulties.. a Bs gee: 


d. ‘Examples which by themselves are not acceptable for recom- . “Cfo 
mendation for superior accomplishment rewards are listed below: 


(1) Long hours volunterily worked. 


(2) Loyalty to the service. 


| (3) Efficiency rating of Very Good or Excellent. 
E (4) Performing duties of a higher grade, which situation 2 
_ could have been corrected by reallocation. aa ee 


(5) Reallocation to a higher grade without salary increase. - | 
_ (6) Long and faithful service. 
_ 6,° Procedure, 


&. All recommendations for within-grade promotions under this 
inetruction will be submitted in triplicate on Form 37-3 (Personnel) 
' Action), accompanied by detailed basis for the recommendation, . 
through the Chief, Personnel Branch A&M, to the committee. The 
type of action should be ehown on Form 37-3 as “Pay Increase for 
Superior Accomplishment", and the effective date shall be the begin- 
ning of the first pay period following the approval by the Director, 


b. The committee will review and forward to the Director for 
‘Pinal action all recommedations which, in the opinion of the com- 
mittee, meet the standards established for such an increase. 


¢. Recommendations which, in the opinion of the committee, do 

hot meet established standards for advancement will be returned to. 

the initiating officer with a statement of reasons for the commit- 
_tee's action. In such cases, Assistant Directors and Staff Chiefs 


ne o £ 
y j 
RADE RRE Recon enrarmen ryp ae ecrsensanemns tt seer mene ANTE eee 


nS aa a a 


- Concerned may appeal to the Director if they so desire, 


See: 


de The Chief, Personnel: Branch, will be responsible for recom-— 
mending adequate publicity for such rewards so that they may serve 
_ 88 an incentive to all employees,. oO ; es 


— STATINT, «=«=—S—S*S*SPOR TE DIRECTOR OF CENTRAL INTELLIGENCE: 
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LO% Chier* ida gonont Branch | 

"FROM: Acting Chief, Personnel Branch 4 

. SUBJECT : Proposed Aandavetiecies er ae Covering Salary Increases. 4 

for Meritorious and Superior fooomplighnents . j 

i 

4 

a After ‘reviewing the attached copy of the proposed instructions % 

{ 

covering salary increases for meritorious and superior Accomplishment, x 

| it is the opinion of the undersigned that ‘the memorandum, as written, ; 

does not a the requirements of the Federal Employees Pay Act of 1945, : 

on. outlined in Chavise EI.326 of the Federal Personnel Manual, : 
| Lhe above opinion is based on the following facts: { — 4 

Ra | Q) The proposed policy does not Limit the coverage of the } 

| ee cee to: ‘permanent employees in positions under the Classification Act. , 

[ers y 

(2) The policy statement is not, in effect, a statement es 

: poet 

policy but a statement of legal requirements, : 

: (3) The standards do not inélide-as“s basis Aor award | i 

the initiation of a suggestion, idea, “method or device weiehs as devoted bE 

and adopted, will be expected to. improve the public service or " provide for d, -= a 


future conomical operation in “the public interest. 


i 
‘ 


Wl 


= (4) The title "Salary Tnorease Comittee” is anbiguous and. 


i nt ppsaibly, lead to confusion with the. Seki administra tion Punotisn- af 
: ae 
; i ne 
ppéormda by the Personnel Classification Diviaion. ee | 
a 5 ars a Ss oe . j ‘ 
i (5) The paragraph headed "Submission of Recommendations” x | 
does not require sufficient informtion for consideration by the: aie 
d é 
i 
ST en ee ET A pt ete 4 
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e eee Superior Accomp1i stime nt Awards Comnittes in determining Whether or 
t not an additional Within prade salary 18 awarded op Should be granted 
After a carefy} consideration of the factors involved in 
administering this plan MM roa kderinesthecduinistenkixaxams and 
considerin; 
in CECE GL stet a een the administrative and lepal requirements 
‘ of this program, it is MY opinion that the instructions, as written, 
do. not Comply with the intent of the law and therfore Would not. be 
&pproved by the Civil Servigg Commission, ‘ 
: oR 
if After g carefy] Consideration of the factorg involved in 
be administering this plan EF in considering th legal Sequitenis 
outlined in the Personnel Me iual and Departmental Circular 540, it 
hy is Pelt that, unless the changes listed above are made in the plan, 
| it Will bot be “approved by the Ciyi7 Service Conmission 
[ 
| : 
= 
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EXECUTIVE OFFICE OF. THE PRESIDENT 
BUREAU) OF THE BUDGET : 
WASHINGTON 25, D. Cc 


January 31, 1950 I 00 PH at , GERCULAR NO. A-8 
TO THE HEADS OF EXECUTIVE DEPARTMENTS AND ESTABLISHMENTS 


SUBJECT: Instructions for Agency Management Improvement Plans 


de sree: The Congress and the President, by Title x of Public 
Law 29, 8Ist Congress, and Executive Order 10072, dated July 29, 19h9, 
have directed that department and agency heads give increased and regular 


attention to the economy and effectiveness of the programs for which they 


are responsible. Both the Law and the Executive Order emphasize the use | 


of systematic reviews in accomplishing this objective. 


This Circular further defines the general responsibility placed 
upon department and agency heads for maintaining continuous appraisal 
of the economy and efficiency of their operations and for conducting | 
management improvement activities. It requires the development and ; 
definition of methods which the departments and agencies will follow in 


_ Statement of agency plans for systematic reviews, and annual reports of 


progress and accomplishments. This Circular applies te all executive a 


The actions required by this Circular are a part of the management. 
improvement program set forth by the President in his 1951 Budget 
Message. The entire program is concerned with (1) improvements in the 
organization structure of the Executive Branch; (2) improvements in 
such government-wide activities as budgeting, ‘accounting, property | 
management, and personnel management; and (3) improvements in the con- | 
duct of program and administrative activities in the departments and 


 Sgencies, This Circular concentrates attention on the third aspect of 


the program—the work being done by the individual departments and 
agencies. It. is in this aspect, however, that the benefits of the 


entire program are largely realized, for the purpose of improving 


government-wide organization structure and staff services is to make 
possible more effective program management by department and agency 
heads. . ; Fa : ; . _ 


Maximum employee participation is an important element in an agency 


management improvement program. To encourage participation, Congress | 
has authorized certain employee awards. Instructions for the use of — 


(No. A-8) 
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the various employee awards, including awards suthorized by Title x of 


Public Law 429, are provided in Supplement I to this Circular, to be 


- dssued shortly. 


2. qeeney. Management Improvement Plan. It shall be the responsi-~ 
bility of the head of eac agency evelop @ Management Improvement 


(2) identifying Opportunities for improvement and scheduling action to 
achieve them, (3) identifying unite that are outstanding and identifying 


The Management. Improvement Plan of each agency shall be subject to 
review by the Bureau of the Budget. | a . 


To prepare a Management Improvenent Plan, an agency must determine 
the beat means of applying review techniques on a systematic basis. 
Developing such a review system for an agency will require two main 
steps: (1) identifying the principal prograns, activities, and work 
processes in each organization unit; and (2) determining the type and 


_ frequency of reviews which can be used ‘by the head of the agency and 


by officials and supervisors at all levels of the organization to keep 


them informed of the effectiveness of operations and to achieve better 


operations. 


Since one of the main purposes of review is to reveal those opera- 
tions in which improvement may be achieved, the Managesent Improvement 
Plan should indicate the methods for scheduling actions to correct . 
difficulties and defects in agency operations found through the review 
process. ad ! : 


To the extent that they contribute to the purposes of the Plan, 


existing agency processes of review should be used to the maxi mum 


extent. The preparation of the Plan will undoubtedly require modificae _ 
tion of existing review procedures and the establishment of new procedures 


dn many agencies. Both the existing and the new procedures should be 


integrated into a single review system providing a maxinum of coverage | 


As experience is gained in the operation of the Management Improvement a 
Plan, agencies should develop and apply criteria for the application of 
reviews in order that the reviews may be scheduled on a firmer basis, with 


‘more definite knowledge of the practical accomplishments which may result. — 


Such criteria should apply to the ‘type and frequency of reviews required 
for different kinds of activities, work processes, and wrk methods per- 


_ formed by the agency. 
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tematic review to achieve management improvement. | 
gned to meet the special needs of 4 
each agency. The guides set forth below indicate considerations that i 


“3e Guides for. 


‘should be taken into account by each agency in developing and defining 


its particular system of review. They deal with the objectives of 
agency review, the various techniques which may be followed, and the 
facilities which may be utilized in conducting zeview activities, 


ae priectives of agency review. Agency reviens of their activities, | 
_ 4unctions, or organization units should serve the following 


purposes: | 


(1) Determination of effectiveness efficienc and econony of 
be operations: Pe eras = : mere 


Determining the extent to which the objectives and 
Program goals of the agency are clearly defined, are 
consistent with the intent of the Congress and the 
program of the President, and are suited to current 
Circumstances. _ oes § a ae 


Determining the degree to which these objectives and 
program goals are being met. Peed, i 


Determining the degree of effectiveness, efficiency, 
and econony in the agency's operations. | “se. 
Appraising the agency's organization, procedures, and 
staffing at each level, 


(2) Scheduling of improvement action: 


Identifying the problems whose solutions would improve 
effectiveness, efficiency, and economy. = 


| Developing schedules of action to work out and install 


‘Solutions to these problems, hae . | 

5 - Reviewing c mpleted actions to evaluate accomplishuonte 

| |. or deficiencies, pee ; 

ee “ y (3) Identification for awards under Section 1002 of Title x | 
i | Identifying, for purposes. of awards, the organisation : 

units. that are outstanding in efficiency and econony | 

Of operation, = op pes foe 

(No. AWB). 
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Identifying, Lor Plrposes of awards, the individual 
Supervisors anq employees bo. have made outstanding 
Contributions to Sfticieany, ‘and econony, ae 


dete eae b. Techniques of review. An Agency’, pisn for systematic reviews 
| . Should IncTude appropriate use of wy rariety of review techniques, 
oa 7 ss ¥ | @mong which are the follow-ing; Pia ae : 


(1) Re rts; The analysis and wy, of factual data derived from 

| | reporting Systems is One of. Ne basic techniques of review. 

i pate ene | | To be mst useful in Meeting kp Purposes of Executive : 

Fo 2 ise , Order 109072 and Title 1, the \ gular reports that are a 

OT eee part or a by-product of day~t, (day operations Should con- 
_ tain key data on Progr 2n perf, “sance, resources used, — 

° Costs, problems encoun tered, Xd 6 forth. In particular, 
the summary reports of Progr'@y. prepared for the head of | 
"the agency and other laey of fay gis Should, wherever possible, — 
‘incorporate indicators of the wffectiveness of operations in . 

meeting establi she gom@ls or 4 dards. The reporting sys- 
tem may include both reguar ‘yd SPecial, written and oral 
reports, ag ; 


t ae (2) Supervision: The Nors®1 proce @8 of supervision may also 
aa ae ee ‘Serve asa means or vePieg, R : ay staff meetings, 
— ce en special staff conferences , SUP, gisory observation, and 
fg y individual Consultation. ars aM, g the regular supervisory | 
techniques that Conty{bUte to yieNe To the extent that 
of operations in terns of estAly shed goals or standards, 
the aims of the Mana pesenty Tupr, geuent Plan will be ful- 


(3) the budget and work progtan: A, periodic formulation of. 
_. Work programs an Tele udge,” estimates provide a 
_ Wegular and formal Opportunity » g evaluating operating 


effectiveness and Costs -in each wits 


us | (4) periodic surveys: Periociic, Pa gntive check-ups on a 
ee lee scheduled basis are useftal in @y, vating operating 
oy oie vw Z88 effectiveness of an agency nd ig, Cnstituent units, 
Such surveys can Consist of COBR, pensive reviews of | 
/ Agency objectives, Progrm@ns, eff, ctlveness and efficiency, 
(or Can Consist of mre limited 4, ep®tions and audits of * 
certain Critical factors. By 8), yomtically evaluating 
operations in the light of. key ty pore which indicate the 
effectiveness of perforgarite, PEy yew areas for management 
improvement action are identitiey”” position classification 
and personnel utilization studies ‘gay @lso reveal oppor- __ 
tunities to make more effective Ywe of manpower. - 


| | | (No. A-8) 


Se eae rac 


‘ i f - ‘ 


ae 


(5) cial studies: Where weaknesses in operating effective- | 
ee are kn | 


own to exist, special studies or surveys can | 
be organized to study problems, and work out. solutions wer 
them. | 


In any review technique, standards of comparison should be 
developed and utilized to the extent possible. Work wits. 
should be developed in quantitative terms to set performance 
standards wherever possible and applicable. Operating reports 
should measure activities in the same terms that are used to 
express the standards. Thus, where the nature of the work 
permits, program accomplishments may be showmm in relation to 


@ measure of scheduled accomplishment, backlogs and time lags 


_ can be compared with standard figures, work output can be 


Ce 


measured against standard man~hour or man-day figures, and 
costs may be shown in relation to a standard unit. 


Qualitative standards of comparison are required for the review 
of some kinds of agency performance, such as development of 
programs, operation of coordination and control measures, and 


development of procedures. Such standards reflect "best 
practices" or "accepted principles," plus the application of 


judgment. To obtain the greatest value from revie activities, 
these "best practices" or "accepted principles" should, to the 
extent possible, be reduced to writing for common use in 
reviewing comparable types of operation within an agency. 


Facilities for review. The Management Improvement Plar: should 
Include the assignment of definite responsibility at various 
levels of the organization for the conduct of systematic 


reviews. The following facilities should be considered in 


oes these determinations: 


(2) Operating units at all levels of the Ssiati va donccte 
review their own activities, take action to improve their 
operations, and report through the supervisory line (a) | 
their findings and recommendations with respect to the 
degree of effectiveness of performance and the identifi- — 
cation of operating probiems, and (b) proposals for awards 
where performance merits. Such review and reporting 

activities by operating wits should serve as a broad. 
-base for continuing review at every level of the agency. | 


(2) Staff facilities such as progran planning, organization | 


and methods, budgeting, personnel, accounting, etc.--to — 
conduct both continuing and special reviews as a part. 

_of the systematic review by the head of the organization 
unit at such levels in the organization as ‘the facilities | 
nee or are weaureds 


(No. A-8) 
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(3) Independent facilities--to take an outside look at an 
organizational unit and its operations. These reviews | 
can be conducted by permanent staff of a higher level in. 
the organization, staff on temporary detail, committees, 
or consultants under contract. Such reviews should be 

_ scheduled in accordance with the relative need of an. 
operation for frequent appraisal on the basis of the 
character or changing character of the work performed, 
the increases in efficiency or economy likely to result, 

_ and the availability of staff to conduct the review. 


4. Guides for identifying and scheduling management rovenment 
action. Opportunities for improvement action may be identified through 
existing knowledge of major obstacles to program effectiveness; systematic 
reviews; reactions of other agencies; and suggestions from the Congress, . 


private citisens, employees, or from any other pertinent source, 


The result of this identification should be a listing in priority 
order, of the major obstacles to the effective operation of the agency 
as a whole, and of each of the bureaus or major constituent units. From . 
this list the agency should develop schedules of action to solve operating. . 
problems and make other improvements. These schedules should include. 
activities or projects to be carried out by line operators as well as by 
staff mits. It is recognized that not all problems which are identified 


_ ean be included in the schedule. ‘The’ schedule should represent a selection. 


of problems and a timetable which reflect the judgment of the agency head 


_ as to the best use of available resources to tackle know problems. 


Priority should normally be given to areas having the largest numbers of 


employees or having the greatest potential benefits in economy or improved 


service. 


Examples of major obstacles to effective agency operation are: 
failure of activities to accomplish program objectives; inadequate | 
coordination among related programs; overlapping or contradictory ser _ 
vices to the public; continuation of activities no longer essential; 
lack of program and work standards for evaluating accomplishments 3 high 
unit costs of work completed; increasing backlogs; excessive staff 


turnover. 


Se Review of progress, submission of initial Plan and reports. — 


_&. Review. In accordance with the requirements of Title X of 
. _ BubItc Law 429 and Executive Order 10072, the Bureau of the 
ae Budget will maintain contact with the agencies for the purpose 
Of appraising the progress and results in the development and — 
operation of Management Improvenent Plans. Through this means, 
Bureau of the Budget staff menbers will ‘gain first-hand infor- 
‘mation, supplementing the formal submissions required below. 
. This will also enable the Bureau of the Budget to provide assis- 2. 
tance in the steps being taken by the agencies under their Plans. | 


(No. 4-8) 
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be Initial statement of Management Improvement Plan. Each agency 
r) submit an bial statement of Its Management Improvement 
' Plan to the Bureau of the Budget, in duplicate, by April 1, 1950. 


The statement shall contain a section for the agency as a whole | 
and separate sections for each bureau or major constituent 


tion to determine the degree of efficiency and economy, (2) 
identi fying opportunities for improvement and Scheduling action: 
to achieve iuprovements, and (3) identifying units that are 
outstanding and supervisors and employees who make outstanding 
contributions to efficiency and economy, 


Ce Annual reports. Fach Agency shall submit an annual report on 
| the operation of its Management Improvement Plan to the Bureau 
of the Budget along with its annual budget submission. The 
report shall contain a summary section for the agency as a 
Whole, and Separate sections for each bureau or major consti- 
tuent unit. — . . 


Each section shall be in two parts: (1) the operation of the 
Management Improvement Plan, and (2) schedules of management 
improvement action. ; - 


(1) ration of the Mana ement Improvement Plan; This part — 
of the report shall provide a summary eva uation of the 
_ Management Improvement Plan. It shall set forth the 
progress which has been made and the general effective- 
Mess of the agency's plans for (1) accomplishing systema- 
tic reviews of operation to determine the degree of 
i we _ efficiency and economy, (2) identifying opportuni ties 
ise . | for improvement and scheduling action to achieve improve- 
a ae ments, and (3) identifying units that are outstanding and 
oe : Supervisors and employees who make outstanding contribu- . 
P a saan me tions to efficiency and economy. The report should 
ae pe “ok | briefly describe the techniques and facilities employed 
eat ae as 4nd should indicate progress made in the development | 
= ews 2 a and use of standards for substantive programs and work 
processes and criteria for the application of reviews. 


rovement action: 


F soe (2) Schedules of management This part 
: Recs he fsport sha. ro ry e major 
_ Opportunities for improvement which have been identified, 
the actions taken and benefits realized, and actions 
proposed for the coming year. The purpose of this sum 
1s. to furnish a concise interpretation of the scope and 


i : 


; eo a eee ROO 0027-3. 
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| Ae Following the summary, this part shall provide details 
of the progran, including a listing of individual opera- 
2 ting problems and other opportunities for improvement, in | 
4 _ the order of their priority, with information about each - 
pst, such item, indicating (a) the improvement accomplishments | 
- during the past year, (b) improvement activities underway 
during the current year, and (c) proposed activities to 
be undertaken for the budget year. Approximate manpower. | 
assigned and estimated initiation and Completion dates — 
| should be indicated for each of the years. 
| The schedules of management improvenent action required 


aoe , | | by this part of the report meet. the requirement of Section 


_ 87 of Bureau of the Budget Circular No. A-1l for statements 
= 7 Of management improvement action. ox a 
: pone © 23 (NOTE: Instructions for reporting on awards under 
Section 1002 of Title x, Public Law 429, are contained 
7 in Supplement Wo. 1 of this Circular. ) 
| | ; 5 | eit “f 
I 
, 
| D FRANK PACE, dR. 
Director . 
ls . ; 
i ou so 
4 Come CS 
| 28 
| a ee 
| | Ct 
Be wom 
ae ow 

{ 

bee 
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, 
| (No. AB) 
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CENTRAL INTELLIGENCE AGENCY =” 
. Washington, De C. 


: 31 December 1918 


ADMINIS TRATIVE BSmuoTON 
NUMBER > ae 


a 


SUBJECT: ae eee Accomplishment 


Panagrope ae Administrative Instruction [4 
dated 1) June 1918, is amended by deleting the Executive 


for Administration oe Management from committee member— 
ship. | 
‘FOR THE DIRECTOR OF CEN TRAL INTELLIGENCE: » 


| L aoe = = 3 


Executive Director . 


eR 


_. A Approved For Release.2006/41/08:-CIA-RI 
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RESTRIC: ‘CONFIDENTIAL 


: SECRET 
FILE CIRCLE Cli SIFICATION stop AND BOTTOM) 


CENTRAL INTELLIGENCE AGENCY 
OFFICIAL ROUTING st yp 


[1] pirect repry C7] Return 


Co boument Cl pRepARation OF RepLy [1 pi sparcy 


ONCURRENCE 3 RECOMMENDATION FILE 


REMARKS: 


RESTRICTED. 


rie CONFIDENTIAL 
 FORM.NO, | 
: SEP 1947 30-4 


Eee cab Mare R tee! Vos lye, ie 


ee agg ApptsyediFor Release 2006/11/08 : CIA-RDP81-00728R000100010027-3 


on. = ates 

i : 

ped ote 

P < i ‘ sein 

: ; one ADDRESS ONLY 

oh ne Paige fe ee Aare © 1 “CIVIL SERVICE COMMISSION” — 

fy tas sy, _ UNITED States Civic SERVICE COMMISSION oie Foun Reb peta 

i : : _ WASHINGTON 283,D.c..0 0 | | FILE 

' AND DATE OF THIS LETTER 

ee ere | June 3, 1948 a 
pipes A 


Rear Admiral R. H. Hillenkostter = ; 
ms a Director, Central Intelligence Agency 
- Pie.” < aad Washington 25, De Ceo Sg 3 


f 


Deer Admiral Hillenkoetter:— 


ie i _. Reference is made to your communication of March 24, 1948, and . 


. Hee --- your recent letter in regard to the Plan for granting awards for 
- superior accomplishment in the Central Intelligence Agency. 


a et i ages | Officials of your Personnel Office were informally advised by 

ie representatives of the Civil Service Commission that; (1) In those 

eae cases where security of information or organization is a factor, a 
statement to that effect under the individual justification will be. 


as - .. not involve ‘security factors shall be reported in full detail; and = 

Dew ante (4) data upon which confidential awards have been based shall be re= 

_ ‘tained in the files of the Central Intelligence Agency, and be 
‘@vailable for inspection, upon request, by the Civil Service Com-. . 


You are hereby advised that I concur with the foregoing. require~- 


{ 
| 
ee Ce ments for reporting superior accomplishment awards granted in the 
: Central Intelligence Agency. Lp eh A _ 

i cate : , , 


Sincerely yours, oe s 


- 
nf 
' 
f 
| 
y 


~ President 


o Ge ae | : 3 1-00728R000100010027.3 
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B csiebace of | ee nel, Mind tev. 


i 


24 MAR 1948 fire 


é 


3 ; ae > . Fea fs / LF : 
The Honorable ia , | ij 
President, v. ek aera 7 to ie 
Washington 25, 5.0, miiesion — | i ee 


Dear lir. Hitche)2; 3 | — | ILLEGIB 


eon por : 
poe. 
ee 


_ 


\ 


| in accordance with provisions of Section L Service 
pocerhearina Clreular Ho. SkO, dated § etober 9he erie 
sre rewith a draft of an. administrative instru ian we 
Seip issuance by this eyaney to initiate. and poland aoe 
antine ee to enployees for superior acco: plishment. ie ‘ 
granting thin grade pay increases in thoge cages whers the ~ 
‘Accomplishment ig of sufficient merit to warrant auch action, 


dt ds requested that the Ge i 
Pah et cami Comission re thi. 
rae) pris inform. thig Sgency of ite concurren be oe Se a pei 
ange prior to publication, _. woes OF guggestions — 
In accordance with 5 cay ao . 
: rome ; previous understandings | the nt 
cdr Freee exempting this agency hyd with ere bah 
ports to the Comission due to the extrenely sensitive pate 


between appropriate officials of CTA and the Civ oe arately 
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CSuTRAL INTELLIGENCE AGENCY 
| aaa De Ce 


STATINTL ADMINIS TRATIVE ve nomenon 2 eat 


suBsROTS ‘Reward for Superior Acoomplishnant 


The Classification Act of 1923, ag amended — Sections 403 and 10k, of 


: the Federal Baployees! rey Act of 30 dune 19k5 (Public Law 106 ~ 19th 
Congresa, 5 TeSeCeke 66 (f) and (g)), provides statutory authority for grant~ 
ing withinegrade pay incresses as rewards for superior accomplishment in | 
| contoradty with regulations currently set forth in Uscec eoeiaeas Cin 
cular Ho, SiO, dated 5 October WS. 
2e Commi. ttes on Superior Accomplishment, 
A OIA Committee on Superior Acoonpli shunt te hereby established (com 
posed of the following: | 


Chairaan 


Executive. Director — 
Bxccutive for Adudnigtration ~ Alternate chairman 

and Management oe and menber 
Chief, Managenent Branch, MM <= Monber | | 
Chief, Personnel Branch, A&M om wenber / Recdred/e 


One Fepresentstive designated by 
, Assistant. Director or Stall cutet concerned - — Menber 


| Be ‘The comittes will review all recomended rewards for salary inareases 
oe for. swertor ‘accomplishnent, and make Feconseniations to the Director. Pon 
(by Gondittons of Hiigivtity, 
| : , : - | | ‘Eligibility for wi thinegrade salary addvaneenent asa reward tor spertor | | 
ee scconpLishamt shall be: ‘subject. tor | 

. a eettaciaary< of available wpropriations 
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De Superior accomplishwnt conforming to the stendards established» 


dn this. instruction. 


Ce Compensation of the individuel sabceied being less than the 


a maximum rate of compensation for the grade of his position. 


de No previous advancenent 2p 8 reward having been authorized for 


‘eh individual concerned during the prescribed waiting period for a 


normal ere. pay increase. 


S Stand ards and Criterta for ! uperdor Accomplishments Rewards. ; 


“Ae Me A superior aeconplishaent warranting the additional acvaneenent 


of an employee must met one of the following tasts: 
(1) Sustained work performance for a period of at least three 
months of such 4 nature that it not only meets the requirements | 
for the highest attainable efficiency rating but merits distinction 
anonzg those who are given such rating or auong those Who8e current 
work performance ia sufficiently outstanding to justify such rating. 
(2) Initiation of an idea, method or device which has been 
developed and adopted to improve the public service or provide for 
more economical operation in the public interest, 
| (3) A special act or service in the public interest, related 
te official caployaent. and over and above normal position require- 
| mente, oft such an unusual. or distinctive character” that ite recog- 
nition as 8 basis for an addi tional advancenent would serve as 8 
definite incentive w others. | | 
be When an employee is recommended for an additional advancesent 


a under paragraph Sa(1) above, the recommendation must Aneluder : 


7 age: 3 
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(2) A otatenent that the employes hes had, for « period of at 
- : a ae ie - [east pix months innediately preceding the date of the recommenda- — | 
7 | oe tion, an efficiency rating of “exoellent" or that he merits such a 
- ating at the tine the Fecomnendation is made. 
(2) & deseription of how the employee would have to perforn 


hha duties in order to met the standards of performance romeliy 
expected in the positions 


(3) A description of how the euployee actually perforned his 
duties in order to be rated excellent". this. should inelude facte 
_soneemning the quantity: and quality of the enployes ‘a work, the a 
mantser of performance, personal traits, and other evidence of 

| qurerior moron Leshan te ‘this part of the recommandstion should 
he in specific terns with exauples to show how he met the ecenperds 
of an waxcellant! employee. ar . 

(4) A description of how the omployee'e performance merits 3 

distinction among other employees rated rexoellent” or wo are 
worthy of such eked and how such Perfornance was an incentive 

to other employees. i 
Ge Examples of the types of acts or service which might Justity 
Mes ae ; "additional advancenent under paragraph oa(2) and Q) above are: 
* : E oo ee as me) Diatingutabed achievanent in ‘mproving the morale of 3 

@ ‘Outetanding contribution to nanagenent or operations. 

: a . a | me) ‘Monetary saving to the goverment. = 
be ee (hy) hot, service, or valor over and above the call of duty. ie 


ASY Performance whieh has involved the overcoming of. ‘wmarual 
“difficulties, | 


r 
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? de Examples which by theaselves are not acceptable ree recommends 
_ thon for superior accomplishnent rewards are rae below: -: 
(2) long hours wluntarily worked. 
(2) lnyalty to the service, 
(3) Beftedency rating of Vary Good or Excellent. 
(4) Performing dutden of a higher grade switch situation could 
have been corrected by reallocation. 7 _ | 
(5) Reallocation to a higher grade without salary increase. 
(6) Long and faitafur service, ae 


6. Procedure. | ao 

Se Be All recommendations for Withinegrade promotions under thig 
instruction will ba submitted in triplicate on Form 37-3 (Personnel 
Astion) accompanied by detatled basis for the Yeconmendation, tarough 


| ; ehoutd. be shown on Porn 373 as “Pay Increase for Superior Accompligh= 

ment”, pand the effective date. shall be the beginning of the first pay. 
period following the Spproval by the Director. : | 
be The commit: tee will review and forward to the iirdotae for final 

action ali recomendations rhich, in the opinion. of "the pierre aca 

: | the standards entabliehed for eueh an increase, | 

eer . Ge ‘Recommendations which, in the opinion of the comntttee, do not 

ee meet established standards for advancenent will be returned to the 

| | | initiating officer with a statenent of ressons for the comnittse 'g 
‘action, In euch cases, Asctetent Directors and staff Chiate concerned is 

j My Smpel to te atwctor 16 Sey 0 dante | | 


the Chief, Personnel Branch, ALU, to the comalttze, The type of action 
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oe a ae de the ‘et, personnel Brana, wil be responsible for recomend- 
ang adequate: publicity for auch reverds so that they may serve as en 


ee . | incentive to all employees. a 
ee ee oe ee 
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STATINTL 


The Honorable Harry Be Mite i 1 
President . | ‘hell | 
UeGs Civil Service Commission 


Wastinegton 255 De Ge 
Daar lin. “Mitcnell: 


Reference is made to your letter of & April 1948 and sut 


2A MAY 1948 


nbsequent 


discussions with vepresentatives of your offica relative to the prom. 


posed plan for granting awards for Superior accomplishment in the 


Central Intelligence Agency. , 


It is contemplated that reports in connection with such awardg. 
Will be submitted in a manner similar +5 that of the Federsl Hureau 


signa 


of Investigation. — Reports will contain 4 statement over the 
ture of a designated CTA official to the effect that an award hag 

_ been approved based On agency investigation. im those cases where 
security of information or organization is a factor, 44+ will be SO 


stated under the individual Justification, 


Gases based on non-classified aduinistrative functions w 
not involve security factors will be Yeported in tha raguiar 


established mamer. 


No reference in any report will be made to the individual to 
whom the orard has been made, but exch cage will be. assigned a spaci- 


fic number priar te submission to your office. All data upon whieh 


hich do 


the award hag been based will be retained in the files of this AGENCY s 


Your concurrence in this proposed arrangement is requested, 


Your assistance and that of your representatives in enabling ug 


to work out a plan which we can effect without Conpromising our 


- security is very much appreciated. 
| | _ Sincerely, 
SME | 
Re He AILLENKORPTER 
| _. Rear Admiral, usy | 
oa | Director of Central Intelligence 
. et Chief, Personnel Br. ~ uy Ce v/ Pee . lt>— 
Central Heeords — a Orny oe £, Csae lt | 
' Signer's co ; Yary Ban | 
Return to ae 7 
_1TS chrono - 
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‘ ec 
CENTRAL INTELLIGENCE AGENCY ae tae 
3 | Washington, D. C.. - ye 
: | ot ee 


ADMINISTRATIVE cee i | 


NUMBER STFA L 


SUBJECT: Reward for dinerton Acconplishnent. 


>. Committee on Superior Accomplishnent. Ac 4 A | 
ee = . 
4-somisteo-of-tive-aesbenste-be-tmomnseMe Pooanitte on Superior - 


2 ; , “a 
pr aes ——t is hereby da paarvin tho center rit? tron —_ | 
au Leon 


committee will review all recommended rewards for eaery increases for 


superior accomplishment dn~bhe-GEt and make recommendations to the saan 
-foe-final_actione | aoe . (A+ Sinus) 


~ B legal Basis, 
aA The Classification Act of 1923, as amended by Sections L03 and 


hol of the Federal Employees" Pay Act of 30 June 195 (Public Law 106 - 


19th Congress), ’ provides tn statutory authority for granting withine 


etary 


grade pay increases as rewards for superior sceoeplistnanty aw 
WOT contorn fi Toe Tegulations -mintman 
: on 1 instruc a8 ~ vy eo. 
 Comiasionend. it an in ‘uscsc Departnental Circular Nos Slo, dated — | 
oS October Who, | 3 
- Conditions of pligibinity ; 


SENESCENT SRS aR Seapets ieee rete aret 
ee nana) mt reid eee aoe Ce tgs nev bent Stand iain Mak bene ee nie em boos 


Shas = Tae CEM cen bases Puma 


within-grade salary advancenent 


HALTOM ERD Heel bir Mest p AER incase CUT NERUS EL EIRENE, 
at SIS Sa SPREE TES NT oe : 


Z 


SY ATL AY resesa 


5 


= | 
‘ 

‘tae 
fees 
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as a reward, shall be subject to sho_Sebiewing-cenittonst ee 
| ok ar met te-emtenmtttet td ot available appropria= 


wee ee a : : 


yy 2 TiLausi-be hasedwen Superior acconpLishtont whieh saree A 


eet, The standards set—ferth ‘in this. dstnasticn. tee 
Comripeusalran the Lnhurihecdl De hetatig '¢ Taw 
el ie tt Scandi he maximum rate of compensation con the , 


grade of io post tion. 4 
labariene ethgce, a 
a il No suey Bites or as a cae ¥ 


— and Criteria for Superior teconplishments. Rewards. 
= A y ah, PTT AOE 2 
-aduancenont sthe, superior accomplishnint of an employee must meet one 
~ of the following tests: | 
(1) Sustained work gerfomndne for a period of at least three 
months of such a nature that it not only meets the eee ments 
for the highe st attainable efficiency rating but merits distinction 
among those who are oy such rating or among those whose current 
‘work ser Pophatioa is sufficiently outstanding to justify such rating. 
(2) Initiation of an idea, method or devicey which fies been | 


developed. and adopted bovetce—trto-emected: to improve the eG 


“service or provide for more economical operation in the public. : 

interest. | | 

(3) A special act or service in the: mablia: interest, related | (aes 

to official employment ‘over and above. normal. position requirements, ’ 

ofan unusual or distinctive character, sheng, its recognition — i 

oie amninoneri mini a ad, Wpnten cohenvintln wie a tee wn eee cag PDE grea Se eee eae ue anna es Oe So Raceaty meteteanieteate ens meena wrtee a: onde dace! ee : 


BE a a So A ie et 
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incentive to othars, | 
be When an employee is necannsnded for an additional advancement 


‘aiiiey br 401) the reconmendation mst include the—fotiowing: 


j 

| ; | 
‘as a basis for an additional | aiyanesacad would serve as a definite pas ee 
| 

} 

; 

j 

(1) A statement that the employes has nee for a period of at 


least six months immediately preceding the date of the re commenda= 


; 
tion, an efficiency rating of "excellent" or nate ne: merits such | 
a rating at the time the recommendation is made, | | 
(2) A description of how the ‘employee would have to perform | 
his duties in order to meet the standards of performance normally 
expected in the position, = aa 
(3). A description of how the employee actually performed his 
o order tobe rated "excellent". This should include facts 
_ concerning the quantity and quality of the employee's work, the 
manner of, it, personal traitsy and other evidence of superior 
acconplishnent. This part of the recommendation should be in specific 


‘terms ‘with examples to show how ie met the standards of an "excellent" 


TTR a PANE TN fae See Serene racer eae PLE CO EN RE tt 


dé 


. employee. | 

a h) A description of how the employee's al. merits 
ane : eS - distinction among other employees rated excellent" or who are. : 
ae worthy of such Tating; and how such performance was an. incentive a ba 
— other eipiovesn: | : 
"Examples ‘Of the | types of acts or service which might justify 

_additdonal advancement unten, Sach &)G Ae 

( 1) Distinguished achievement, in. improving the morale of en- f a ce 


ployees. e 


ince ne a oe cee ae 


, ¢ 
4 


A esi tt se AR ens NENT a PAAMTAS ROMEO PR ARMNEA EI “seat ARIE tar aN Sea rt ne EAT SHEP LAS MOMSEN SIA Ones ELENA MNSAEE Has 2 ATE ROMY TGR TH OAT ab tices coy py} tenee a, 
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(2). Outstanding contribution to management or operations. 
| (3) Mone tary saving to the government. 
(4) Act, service, or valor over and above the call of duty. 


(5) Performance which has involved | the overcoming of unusual 


Sati paine necettetnbne ve - * 


dA fty, culties. | | 
‘The_folloning-ove Ean which byt themselves are not acceptable 
| for recommendation for superior accomplishnent rewards aud beetid helanar 
(2) ‘Long hours voluntarily worked. 
(2) Loyalty to the service. 
(3). Efficiency rating of Very Good or Excellent. a _ | 
| (Ch) Performing duties of a higher grade which situation could 


have been corrected by reallocation. 


clad errr na tin cea ated Ww 


| ae (5) Reallocation to a higher grade without salary increase « 
| | | (6) Long and faithful service, 
Ge. Procedure . 


ae AlL recommendations for wi thinagrade promotions subabhbod—in- aandey. 
ww Dem 37-30 Prteonwiek Adliey m 
eccondance-with this instruction will be sutmitted in triplicate a 


Chief, Personnel Branch, 
ee ea ee 


jhe ACTER MPR 
ane a eneaaiey eamaeet aii 


Lpecccanchahianinnnian tan ancaeaas crete eee a aa! i 


i opraen a 7 
to the Director for final Fenny all | reconnendationg, which, fneet the 


katahtrrted | . 
Standards eonsidered—nesessary for such an. increase. The type of action 


should be shown on tha séiconnebeotion-a: ht coineteation-as "Pay Increase for. Superior - 


at 
: Accomplishment" and the effective date shall be ‘the beginning ‘of the oe 


first pay period ‘following the approval by the Director. es aw . 


ee Recommendations “areipproved-—Ly tie count trees iit awill be returned 


7 to the initiating officer stating the reasons for r, doapproval. Vo nc 


7 paarelint: binseler anf erncesned | 
mas Bi he D stl f Be eee meat 


Wi Maumeaaiciiay minds de nu MARS AREA Bet tare aE USE EAN cece BR ARE fat cei oR EH a RUE TU USCA SRE a PAE OE ROTC PMLA UNES Pe TE Nase 


Ne Fine caest Poort ans LEDS LET RE YE MS TIT LE ors Peat 
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aye 
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a. The Chief, Personnel Branch will be responsible for ete 
thas y adequate publicity e-pivenrni Sch revards so that they may at 
serve as an incentive to all employees, Empleyees-cornine—vech 


at 


ay “renner eet cant aihrnamape meinen tei tne or cant ttn ttt Tine mn chee enti taggin panes as Portes nt er ec ead ota ay sags ude acsdeioovone aha visas 4 


s 
\ 


Sere Rated 


kes gin li, 


Ss a LENE PRL CSS ETT SEE RICE SS ICE RENT oe DRACO tS Pe 


23 Lene 
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ge ee Se Pee eae ae Coe aaa : 
ee ee Sf (FP Chapters Ph, 21) oe 
Aes UNITED STATES CIVIL SERVICE COMMISSION F 
Pe Bee WASHINGTON 28, Ds: C. 


Pe ae 


October 5, 194520. 
“DEPARTMENTAL CIRCULAR NO, 540 ae 

(supersedes, as of July 1,.1945, Departmental. Gikogray No. . 321, Revised, ' apes ae 
November .12,. 1942, and Departmental Circular. No. 321, Supplement 1, March. ae 
1943; amends. ‘Section 201, Chapter II of the regulations governing periodic: 


-within-grade salery: advancements DE OMULeA SS in Vener nenyet Circular. ee 5295. 
June. 30,. 1945). ; 


TO. ‘HEADS OF DEPARTMENTS: ‘AND INDEPENDENT ESTABLISIMENTS: ; 

ee ak ~ 

SUBJECT: ‘Add it tonal Within-grade ‘Salary avancemonts as Rewards for ‘Superior: 
ie ae = 


September 19,° 1945: 62 


“MEMORANDUM FOR THE CIVIL SERVICE. COMMISSTON 


SUBJECT: Civil, Service Commission. Rewolatd ons Governing So ERG Terao 4 
ea sre Rewards for Superior Accomplishment ae ey ete | 


7 ce have Uadey sanmeveas ‘in aadecaeics with the Federal © 
Employees ‘Pay Act of 1945, the Commission! s regulations Shae 
governing additional within-grade salary advancements for Be o bees 

amisuper ton. acc mn tae ae on the page of Federal employees. “ ‘eee 
Et he Tees Be . y : “ ; , te 
ony am: eisseed: fe: note that fea: veplat iene make’ 
_. provision for a. systematic review of the work’ performance 2 
. of employees, This is one of ‘tha essentials of: good admin- 


“- istration and must. be encouraged within the Federal’ Govern- eee oe 
ment. Such a review will help employees to better understand ee 
what is expected of them. Such a review will also make the. $e : “i! 

..efficiency rating systems and. programs for the rewarding. of ee aseaaee e | 
»Auperior cai cauae more: teen inert: ae a aes eh cae . 
wy am sure: ene ns sacs of the da oaeesnte: and agencies ae ne ae 

will cooperate with the Civil Service Commission to insure tent ee See ee 
estate and. eae applica etn: of. these. ‘regulations. me ae oes oe ee ee 


jus ee, eis ited aN LON Ot ide, Se shat aby pail pa a 
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SETS Ion aa tonaansos tie beter er etree penta en ye 


DR BAO-R 


discret.ion, within: the limit of available appropriat ions in granting in- 


‘legislation, provided therein that additional within-grade salary advancements 


‘ata time, and only one such additional increase in recognition of meritorious soe 


0 EEC 0c tenement terpenes Hea ie 


Peers en, 


to Congress and demonstrated the inadequacies. ‘of the .law. and therefore. when 
_ the Federal Employees Pay Act of. 1945 was mae er cons ieee ion corrective 
Changes were, found. dara oe : ’ ak 2: eee 


women werent 
ee 


” BACKGROUND INFORMATION 


At the time . consideration was being given to the plan for periodic 


within-grade promot ions, prior to the enactment of the Act of August 1, 1941 . i: : a 


(Public: Law 200, ‘77th Congress, lst Session), the Congress recognized the 


. desirability of accelerati ie salary advancement when there were instances of 


pureeeneine: performance. ° mn 5p tee a ee - ae 
It. was: argued on the’ one hand that administrators should have complete” 


creases..;in specially. meritorious cases. This freedom of ‘discret i ion would 
obviously. result: in inequities and therefore the Congress, in passing the 


could be given only: within the limit of available appropriations, one step 
service ana any one wait ing Denice: specified for pee advancements. 


Geatiou 2(f) ae the Act reantned: dina piments cond agencies to report | 


compensation advancements. made in recognition of especially meritorious . os 


service to the Civil Service Commission and the Commission in turn to submit Cae 
an annual consolidated report to the Congress. 


While the Act did not vest in the Commission authority to approve the 
actions taken by the departments and agencies, the need for standards and 
guides for granting. meritorious: compensation advancements became apparent 
when reports of its operation for the first year were submitted to the Con- | 
gress. By departmental circulars the Commission recommended standards, which 


ae 3% applied, would provide a, ieee naa for pe UT Ing pene or mance ‘that rou 


merit hss type of. Tecogniticn. £ 

The application. of. ‘these. Ae Aneto: reflected by.a review of the reports 
prepared by the departments and the Commission, indicated a wide divergence of 
thinking on the part:of the officials of: the: several departments. In some - 


 dnstances, the standards. were. SO. rigidly. applied that’ practically no ‘advance- 


ments were hpae while. other i aaah eae indicated that Rae Manica pion was 


award. — a dBase BSE o Sok ha eng eh ge of = ee 


a . 


‘These siege detensice, were. che clecteds. in . the: Commission" 8. annual reports 


ae . 


The new Act ‘(Public Law toe, ‘79th. eoiesa. Lat: Bal ananted sete E 


? of the Classification Act. of 1923, as amended, by authorizing the granting 
OF within-grade compensation advancements as rewards for ‘superior accomplish- 
ment. . The Commission was. charged with the responsibility for promulgat i ing 
: regulations and standards for use mor departments and agencies in determining 

= hie basis for mking awards for’ ‘superior. foc ome) Sennont: ee 


ith ie an ait sbtealteistes sidinin nie re 
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I Oo ess - Although the Commission has the responsibility for: final approval of all ce 
| awards for superior accomplishment, provision has been made for the delegation 
of authority for prior approval to heads: of departments or their authorized’... ”— oe 


representatives, | 


: res aoa In carrying out this responsibility the Commission will post-audit all Zz ‘ 
Cet "actions by departments to insure compliance with regulations and adherence. to ast 
: standards. “In cases of non-conformance’ the Commission will revoke the authority » : 


| ' for prior approval which will necessitate: the submission of all ‘recommendations 
ates _ for salary advancements as rewards for superior accomplishment tothe Commission 


for prior approval. 


. - a’ 4 ee | ay : oe : on 


; Pursuant ‘to subsections (f) and -(g) of section 7 of the Classification Act 
: of 1923, as amended by sections 403 and 404 of the -Federal.Employees Pay Act... . 
of June 30, 1945 (Public Law 106, 79th Congress, Chapter 212, 1st Session), and 
- to section 605 of the Federal: Employees Pay Act of 1945, regulations, procedural 


instructions and standards are. promulgated below. 
‘: REGULATIONS 
GUL FOR GR DDITIC -GR BY bese gee 8 


ADVANCEMENTS AS REWARDS FOR SUPERIOR ACCOMPLISHMENT 


Section 1. Employees to whom these re ulations apply..- These regulations . 
apply to any officer or employee, except those in positions required to be filled °. 
re. by appointments by the President, by. and with the advice-and consent of--the 7G 
beads Senate, who (a) is compensated ona per annum basis; (b). occupies a permanent - (3 

position within the scope of the compensation schedules fixed by the Classifica- ; 
tion Act of 1923, as amended; (c) has not reached the maximum rate of compensa-~ 
tion for the grade of: his position; and (d) who merits consideration for’an 
award as a result’ of superior accomplishment. ee ee ee: Cun) sagt 
Section 2. Definitions. (a) "Department". means.-any. executive: department ; 
me ey _ or independent establishment or agency, including Government-owned or Government-. y 
a eee Controlled. corporations, and the municipal government: of the-District: of Columb ie, ; 


anfadsdb): "Permanent positions". means positions other. than those. designat.id. 
',a8 temporary: by law. and other than those established fora definite perict of 9 | 
one year: or. less... Positions to which appointments are made, under the. War Service 
Regulations: for the duration ofthe war and-six-months thereafter: are. permanent ant 
Positions within. the scope of this definitidn.: 9 20. 0 ee ee ae 
a “ro le): "Positions within the: scope of the compensation’ schedules:fixed by a) 
_o;bhe Classification Act. of .1923, as’ amended", means: positions. in ‘the departmental wy 
and field services, in the executive, legislative, and: ‘judicial branches, ‘in: : 
»sGovernment-owned or Government-controlled corporations, and inthe mini¢ipal. oe 
overnment. of. the District of Columbia,. the compensation of whichhas :been*fixed 4 


#8 . moe Lie 


t e 
; 


the ee Service Commission must.be secured ‘prior to making any-a 
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on. a per. annum basis: Gucuee. to ‘the. allocation. of. ‘such positions, ‘ga. ne aoe 


propriate grade;either by the. Civil Service. Commission. or by administrative. 
action of the department, 


as ariended. 


Ma) “ape Cies scdonpiiehment' means: sustained work. performance of. a high 
degree, of efficiency, the initiation and development of. a suggestion. which’ 


incréases efficiency or brings. about. substantial economies in the public service, 


or a, .Special service of an outstanding nature, which meets the standards | of .the 


Civil ‘Service Commission for recognition as the. basis for 3a reward in. the. Form 
; of an: cadditional salary advancement. 


‘te) "gaa it ional advancement" means within-grade salary suvanadneat. ‘as a 
vowa ed for superior accomplishment as’ distinguished froma periodic within- 


ae a advancement under section 208 of the Federal: ple cas Pay act: of: 
194540) oie : 


i 3 8 


'Seotion 3. 


conditions: 


.! 


granting of each additional advancement shall be subject ie the Following: 


4 


ae 
_(b) 


It must be made within the Limit of. available appropriations;.. 


It must be. ‘based on superior ae octet teed which conforms with 


- standards promileetod. by phe Civil Serv ie vom ee TOR: and” 


ane No more ee one additional aavanennent may be made to any: soft leer: or 
employee within each of the time periods pee in: Beevion 408 of: the: 
Federal Employees. Pay dot. of pee pa 
‘hepseean of: 
ddit ional « 
advaricement effective, ‘unless approval of such advancement: Ais made badoe - aut hor- 


laaseice 4, series abe scval by the Civil, Service Conmisaion 


o Aty: delegated in mec ons ance with Ls diag Beguiatsenss 


ae: 


© Saetion oe 


: “depattment which desires authority to approve sanieioaall: advancements as rewards 
aor fOr Superior. accomplishment shall submit a plan to the: Civil Se vice Commission 


(a) providing for-a systematic review of the.work. performance of:-employees; (b) 


ere proposing a simple,-orderly procedure for the selection of’ employees to: be. 

~vawardéd additional advancements. for superior accomplishment, - 
aoe représentatives of the head of the. department. proposed to. be authorized to: ap- 
..., prove. such advancements, (a) providing procedures for reporting additional 


“advancements. to the Civil Service Commission, and. (e)- proposing a method: of”. 
/. publi¢ation of the plan to:all employees, - 


-)) untdl’approved | by. the: Civil Service: Commission, “and no’ approved plan sha 
vo Tevised | or amended without:.the prior approval :of: the: Commission.: 


. os foregoing provisions, any such: departmental: ‘plan may” be: revised: or. amended! socom 
. _ time to. time as. circumstances may require. 


-(e)- indicat ing the 


-- Such, plans-shall not: become: ‘effective 


11 be 


nee 
Sask ee re ee ses ‘obahstaiibnananiaheaan 


establishment, - ‘agency, or corporation concerned, . pone 
accordance with the eon een schedules of the Glese tt ation Act of 1928, 


“Subjedt to the. 


ra Sank s Se te os 
Ati yam AR ane 


Approved For Release 2006/1 1/08 : CIA-RDP81-00728R000100010027-3 | 


3 Bi0-8 


Section 6. Deles “of: 
Effective until November '1, | “1945; the Civil Service Commission hereby delegates. 
‘authority to the head of each’ department, ‘or his designated representatives, 
to approve additional advancements as rewards for superior accomplishment whic: 
conforms with standards promulgated for that purpose by the Civil Service Com- 
mission. This authority will terminate on November 1, 1945, if no departmental | 
plan‘has been approved:prior to'that date. Upon the approval of a departmental 
plan as‘ provided in the foregoing section, the Civil Service’ Commission hereby 
delegates ‘authority to'the head of the department, and-to his: designated repre- 
sentatives operating under such plan, to approve additional advancements as 
rewards for superior accomplishment. which conforms with the standards . promul- 
gated for that purpose by the Civil aon pontine en. 


Section 7. <anapensigh: or withdrawal of : gutheriiy: “The Civil Service . 
Commission may Susipenitor withdraw the authority to approve additional advance- | 
ments delegated in these’ regulations,” whenever, after post-audit of actions 
taken under such authority, it finds that (:}. additional advancements are being 
approved which do not conform with the ‘Comniasion' s standards, (b): provisions 
of the departmental plan are not being followed, or {c) adequate statements 
supporting acs aor eusanel Paaeeacemenys: are not Perens. meceived by the, Commission. 


Section: 8. Saanorte: $6: a furnished to the. Gomnieeiuas. Additional within- 


Grade salary advancements as rewards for. superior accomplishment shall be re- 


ported to the Civil Service Commission with such supporting pntorme ViOn- a6 it 
may prescribe. 


Section 9. <Saétion® 201, Chapter II of the regulations governing periodic 

_ within- grade: salary advancements ‘is. hereby amended by: adding the following 
‘sentence: "Positions: in which employees are serving definite: probationary or 
trial periods under Civil Service rules, or under regulations: issued. by the 
Civil Service Commission, shall not, for that Feason prone gs reeerded as peta 
other than ponmene De oes tionary: a 


STANDARDS AND PROCEDURAL INSTRUCTIONS 


1. Standards of Superior Accomplishment. In order to serve as the 
basis, for the award of an additional advancement, the per Becomps yeameny 
of, an emp oye must. meet one. of ‘the following tests: : 


fa). Sustained work ‘perfomance for. a period of. ‘at ‘least three 
ikesta ‘months of. such . a. nature, that it. not only meets the require- |. wa 
oe eee for the highest attainable efficiency rating but merits (0. 
(yp. distinction among those who are given such | rating or among those — 


_,.. Whose. current. work. .performance. is. sufficiently pare vaneine: Ue: 
vi SUBRLEY. such. rating, eae e 


ee) Initiation ‘Of. an. idea, ‘method: or - device, ‘which has. bean ee 
Cite and. adopted because it is cmected + to improve. the. D bes he 


> P81-00728R000100010027- 
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~(e), ‘A special: act or service in the public interest, related. to: . OM cae 
og official ‘employment, over and:above normal position. require- ' . mye 
hes ww -mente, of an: ‘unusual or:distinctive. character, where its. - he 
ees - -Pecognition. as 4 basis: for an additional. pdvanoement would — . 
a serve’ as a: definite incentive to: others. 


a. imum_re ui rements of a de antmental: plan. In- reviewing depart-- 


mental plans. for awarding additional advancements for superior. sles Aig eee 

ue -ment, the Commission will consider the problems. of immediate operation and: 

ee : of future development. No departmental plan will be bei apahi that. does not: ant 
a: contain provisions that-meet the. following tests:. GEN . 


a 


(a). A systematic: review ee ‘the work performance of all 

employees on the basis of standards of performance now 

_in operation or. which shall be developed in order to. 

. ascertain those who have rendered superior: accomplishment. : yg 
ah ak This review. should be related to, although not: necessarily Bee. meas 
| nel ae | restricted - tO the er Stee eney pene BEOGr es SG, Oats 
: > 2. (b) A. aimple. ‘Sederiy: procedure. ear aclecting thoae: eapléjecs.: 

oo ‘whose superior accomplishment is proposed to be rewarded by 

. additional advancements, with safeguards to: assure that all 

2 who are equally worthy of recognition under: the etanderde 

jn 3 wo | OPO. given equal consideration. ae os : 


en ~ (e) sufficient delegation of authority to’ approve addi- 
tional. advancements in order to avoid. delay in: making such .- 
additional. advancements..effective, while providing controls — 
asauring. a. eritical review to maintain adherence to the. 
ebenderdpes ie. “ 7 


(a): Reporting ‘methods: waieh ‘provide the bee oaiee with the: 
records and information required for its auditing, tabulating . 
and reporting funet tongs... ; 


| 
as - (e) Prompt publication of the ‘pln to all _ employees. 
| rine OO 


as 3. Prior approval by Civil Service Commission. “Whenever a department." 

proposes to grant an additional within-grade salary advancement as a reward) 

for superior. accomplishment | and has no one with delegated authority, to ap- 

prove such. advancement, | or. where ‘such authority is. under suspension or has 

i been withdrawn, the addit ional. ‘advancement shall not. be made effective unt il 

js the Commission approves. the proposed action. 7 Be focee nsf a 


Guides for applying” standards. ‘As a primary’ ‘Gonsiderat ton, the 


Civil eter Commission and others authorized to° approve recommendat ions. 

for additional advancements shall give, attention to the’ definite incentive . 
value of additional within- grade salary’ ‘advancements. as’ “rewards. for superior 
accomplishment. The potentialities of. this ‘incent ive” value ‘are’ ‘not restricted. 
to any occupational group or to any salary grade: ‘level or levels. Recogni- 


COS Ee 
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tion should be given to the possibility that any employee regardless of. his 
rank or station, might render superior accomplishment and merit this type of. 
recognition. At the same time, the level of achievement required should be 
sufficiently high to identify such recognition as a signal honor and one not 
to beveasily attained. ite 7 ‘ 


All cases shall be scrutinized in the light of position requirements. | 
Every employee and his supervisor should know at all times the specific per- 
formance requirements of his position: Hach reward for superior accomplish- 
ment must be based on the true merits of the case. Superior accomplishment. 
does not occur on the basis of statistical frequency and no statistical con- 
trols should be permitted to influence the granting or withholding of such . 
awards. However, different requirements in different positions must be con- 


sidered. A new record. of’ work established by a person employed as a demon- 


strator must be judged on a much higher standard than that applied to the 


same record established by a routine worker, 4 procedure specialist or 


organization planner is expected to work out improved methods and procedures, . 
and his contributions in this field must be measured by standards much higher 
than those applied to voluntary suggestions by others. Morale stimulation is- 
expected of an efficient administrator or personnel officer, and the degree 
required for recognition as superior accomplishment would have to be vastly 
superior to that which might qualify in the case of a worker who had no such 
responsibility. A safety engineer is employed for the primary. purpose of . 
making improvements in machines and work methods, and the requirements for 


superior accomplishment in his case would have to be much higher than they — 


would for a maghine operator. What would be heroism for a bookkeeper in the 
case of a fire might be routine work for a firefighter. Improved training 
methods are naturally expected of a training officer, and his contributions 


jin this field must be judged by more severe standards than those applied to | 


the contributions of a typist, auditor, or lawyer. 


In order that the granting of additional within-grade salary. advance- 
ments for superior accomplishment may provide others with an incentive to 
improve their work performance, it is essential that publicity be given to 
‘guch cases. Fort example, departments which have house organs. or employee 


publications should publish. the: names. of employees so recognized together 
-with-the reasons on which such recognition. was based... Bulletin. boards shall 


be utilized for this purpose -if no suitable house organ. or employee pub lica- 
tion is available. Whenever possible, departments should couple the notices 
of these. additional advancements with appropriate ceremonies of a simple nature. 


In any event, the.notice to the: employee. should be a special letter of: commend - 


ation and not merely the routine form used’ in the case of periodic within-grade 


salary advancements.. 


» De Reports to the Civil. Service. Commission. . Additional within-grade - 
salary advancements as'rewards for-superior accomplishment must be reported 
to the. Civil. Service. Commission which is required in-turn.to: present an annual 
consolidated report to the Congress covering the numbers. and-‘types: of act ions 
taken. Each report of reward for superior accomplishment (approved by delegated 
authority in the department or submitted for the prior approval of the Civil 
Service Commiss ion) shall be submitted on a single action form which shall ine 
clude the following information: ee 
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ace Name of employee, ison seen: bureau, division, . and any ‘Stier hak 

= ee 7 eee _ organizational designation necessary to identify the employee! Ss... 

2. enn Ghee position at: the time of. the superior ‘accomplishment advancement, 
{ 


bd. Title of position and sae grade at the time of ‘the | ‘superior . 

| accomplishment advancement. ; Bony | ae j 
ee (@. “Salary rate before the | superior ‘accomplishment advancement. Ages. 
fice ta * simultaneously with the ‘superior ee advancement, Bae 
a ee 0 salary increase occurs from any other cause, report the amount , 
oF eis een as basis of the Simultaneous ineredee: under item 8, “belon). 


e 


ae an Amount, effective date, and basis of salary increase, if. any, 
" , : simultaneous with the superior accomplishment advancement. 


Se Amount and date of the last equivalent increase or the last. 
_ periodic within-grade advancement. . : 


g- Amount and date of the last within-grade increase for meritorious — 
services, (this phrase will continue to be used during the . 
transition period), or last within-grade increase for superior 

| accomplishment. , a ; 

h. A statement recommending an additional advancement as a reward 
for superior accomplishment signed by ‘at least two of the - 
employee's superiors in the direct line of supervision, or by 
the chairman of a committee designated to pass on 1 such cases, 


iv AD ‘presentation of the facts concerning sustained work serforns. ; ‘ 
"ance at a ‘high degree of efficiency, the beneficial suggestion, ... 
“or the ‘special service, which constituted superior | acconplishment. 


£4 Record. of approval | ‘by: the ‘proper departmental official ‘to! ‘whom’ 
a authority has been delegated (or the form shall’ indicate that _ 
- the” PEsOE approval of: the Civil Service Commission | is. desired. ie 


; Sea Reporte of approved: ‘act ions shall: tie silbmitted.: ‘monthly in triplicate: to: an 
ree $ he. Civil Service Commission. Actions’approved at departmental headquarters: 
~~ sghall ‘be. reported to ths Commission's central office at Washington. 205, D.0. 4 
for the attention of the Efficiency Ratings Administration: Section, : “PoPsonhel’ 
* Classification Division. Actions approved by those operating under delegated 
authority of-the Civil. Service Commission’ 'in field’ offices shall-be- ‘reported | - 
to the regional offices of. the. Commission, © for: the attention” "Of" Regional - 
“Directors. Recommended actions which require prior. ‘approval by the Civil . - 
~ Service. Commission’ wank pe submitted: toe ‘the central te or’ ‘Tegtonal.’ offices” ei ae 
eats veny% ime scot ccs ooh pee ee oat 
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_.. 6 Examination of cases requiring prior approval.’ Recommendations of . 
additional advancements as a reward for superior accomplishment submitted to - 
the ‘Civil Service Commission for prior approval, will be reviewed to ascertain 
oe arn. whether the standards and procedures established by the Commission have been . 
Se eae followed and whether the statements presented in support of the proposed action 
on . are adequate. The Commission wil? endeavor to notify departments of its ap- 
a / provalor disapproval, with the reasons therefor, within 30 days of the receipt 
of each case, Actions cannot be made effective prior to the date they are ap- 
‘proved by the’ Commiseion or by delegated authority in a department. : 


wet eo ew 


’ 7.  Post-Audits. Reports: of individual cases approved by delegated author. 
_ ity in the departments will be reviewed by the Commission for the purpose of 
' ascertaining whether factual statements show superior accomplishment which 
i meets the standards, whether procedures established by the. Commission and in 
ithe departmental plan have been followed, and to obtain other required infor- 
mation to be reported to Congress. In each case where the Commission finds. r 
| os . that insufficient facts are reported, the department will be given an oppor-. J 
j ‘tunity to submit additional clarifving or amplifying material to complete the © 
-. Pecord. .The post-audit will be used also as a guide for determining whether | 
the delegation of authority for prior approval shall ‘be continued, suspended, 
Ds or withdrawn. eT oe a8 ae 


. 8. Report to Congress. The Commission is required to "present an annual 
consolidated report to Congress covering the numbers and types of actions 

taken". In this report the Commission will present statistical information as co 

‘to the types of actions taken in each department and of the extent to which a: 

“Such actions are in conformity with the Commission's standards. A narrative ea 

report is also contemplated, outlining the various plans in use in departments eed 
. and agencies in applying the provisions of the act and the results obtained. 

“Whenever desirable, there will also be included such recommendations for changes 

in the act as experience has indicated to be desirable. » 


9. Previous circulars Superseded. Effective July 1, 1945, this circular 
ho) Supersedes Departmental Circular No. 321, Revised, dated November 12, 1942, and 
vie > .: . Departmental Circular No. bel, Supplement 1, dated. March 30, 1943. 


10. Contact office in Civil Service Commission. Inquiries concerning 
[ i _ the provisions of this circular may be. addressed to the Efficiency Ratings’ 
; Administration Section, Personnel Classification Division, Civil Service 

; 

] 

} 

| 

| 


_ Commission, extension .792 or 793, or to the Regional Director of the Civil 
- Service Commission in the region where the inquiry originates. 


‘By direction of the Commission: | 


Very respectfully, 


ens ae pee ss . Executive Director 
-. and Chief Examiner 
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| ADMINISTRATIVE TNSTRUGIION  e a Jamary 1918 
OBER _ | eee or 


SUBJECT: ee Increases for Meritorious and Superior Accoaplishment.. 


i. ‘POLICY 
te It has been. established as a soltee by the Director that 
all civilian enployees of ora May y as a result of superior ‘work 
“accomplishment, bacoms oligtble for special withtnegrate salary ine | 


| 
creases. — > . | . : re ca 
| | | 
2. BASIS FOR AWARD : 


Be Consideration can. be ein only to employees who have not 
POEL 
reached the maximum salary of the grade, Then one eee eae are 


“‘s addi tion a the periodic withinegrade increases. 
be Superior acconplishnent and request for withinegrade increases 
wild be considered upon the recommendation of the ‘employee's suporior 
7 and the Assistant Director or Staff Chief concerned and nust meet at 
least one: of the following qualifications: 
~@) Sustained and wate tanding work performance for a period : 
| of at least six months: that not only warrants an- *Exoollent” ef- 
‘flelency rating but merits distinction over and one ae "Exoel= , 
isnt® rating. 
(2) Perforsance of a special act or service in ios sable _ 
interest, related to official eaployuent in CIs which is over 
and above the normal position requirenents. 
- 3e - SUBMISSION oF RECOMMENDATIONS 
| Me all recommendations for special withinegrade inoreases are 
to be submitted in duplicate to the chief, Personnel Branch, A&M, 
and will contain the followings 
qQ) Indication of porformanee : standards for the enployees 
_ Posktton where there are suoh. a ; me 44 , eo 
@) Description of. how the ‘Sunes vemaaty gertraed his . : oy 
joo ty should include an analysis of. the. euplovee'® work as to. 


Elin, ¥FiL ay oe af - ge . 


a | getty quant and moe) ces i Pe oe ei a 


SK“ BDP81-00728R000100010027-3 


Nepproved For Release 2006/1 1/08 = 


Approved For Release 2006/11/08 : CIA-RDP81-00728R000100010027-3 


| ae he Pats AUD RECOMMENDATION 
| “The Personnel Branch, A & My. will pass upon recommendations 
| . for special within-grade salary increases as made by the employee's. 
! superior and the. Assistant Director or of ties Staff Chief conoerned. - | | 
: be An appeal from the decision of the Personnel Branch, A & My, . 
may be made in writing g by the Assistant Director or office Staff : 
| Chier concerned or teetr authorised representativa to the Salary 
Increase Committee which is hereby established and is composed oft | | | 
Exeoutive ‘Diraotor, Chai mean | | 
| Executive for Adniniatration and ‘iacneemes Neuber 
An Assistant Director, Menber (To ba appointed for : 
each meeting of the Comaittee.) 
Chief, Personnel Branch, A & M, Advisor, without vote : 
| 
| 
i 


i 

t 

i 

' 

a 
3 oe 
a a Oe 
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ia 
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January 1948 — 


: = STPATANTL 
eae Sal. Tnoreases for Meritorious and Superior 
Acco lishment. . be 

1. As au orized under applicable provisions of 
law and regulation of the Gvil Service Commission, 
the Director announkes the following policy for the 
making, within the 1 ; 
of additional within- 


t of availeble appropriations, — 

ade compensation advancements to 

employees of the Agency, as a reward for supertor accomplish- 

ment in their work. 
2, ELIGIBILITY FOR AWARD 


All civilian officers. and employees of the 

“Agency are eligible for addi tonal within-grade compensa- 
~ tion advancements, provided sich employee : 
Qe Is compensated on a per annum basis ; 

be Oceupies a permanent position (within 

the scope of the: compensat on: schedules fixed 

ea | | : by. the Classification Act o 1923, as amended) ; 
| | Ce Has not reached the ‘mmum rate of com- 


pensation for. the grade of a ‘positions. and | 


| 
| 
| ce pe | da. Merits consideration tor an award as - 
| | asresult of superior sccouplisthent. | 
Be STANDARDS FOR SUPERIOR ACCOMPLISHMENT 
“In order ‘to merit consideration: ‘for a withingrede | 


~ promotion for superior ‘accomplishnent, en employee must. meet, a 


-06728R000100040027- 
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: standards for swerior accomplishment: 

. ae . Susta ed work performance for a period 
of at least thee months of such a nature that 
highest attainable efficiency rating but merits 
distinction amo 


7 ee | it not only ineets the requirements for the 


those who are given such 
rating or among those whose current work per- 
formance is suffie¢liently outstanding to justify 
such rating; 
| | b. Initiation of on idea, method or device, 
7 - ss whieh has been developed and adopted because it 
: oe an is. expected to impro 3 the public service or | | 
. provide for more econ cal operation in the _ 
a public interest; or | 
| oe, | ae — @. A special act br service in the public 
: _ interest, related to ort cial employment, over 
and above normal position requirements, of an 
7 | unusual or distinctive character, where its 
7 a — “recognition as a basis fot an additional advance- — 
| ment would serve as a definite incentive to others, — 
| 4 LIMITS OF AWARD | 
ae CO a. Within-grade compensation advancements — 
| - for superior accomplishment mst be within the | 
Limit of available. appropriations. | | 
be Consideration for such advancement can - 


only be- given to employees who have not reached 
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or ee ae 


Soe 
ary of the grade. 


* 


‘the axe S oe ~ 
Cs: Such ad ancement shall be in addition 


to theperiodic within-grade promotion provided | 


SHOEI AV ecrieth cee comer pete eT RII Hearne PEED 5 


by law. 
a. No more. han one Nae additional advance- 
| ment may ‘be made t any, employee within the follow. 


ing time periods: _ 
7 eg an (1) Bach twe ve months of service 


ee ee EE such employees are in grades in which 


| | the compensation i 
NS | a $200, or 
ne (2) Each eigntden months of service if > 

i 


crements are less than 


such employees are in grades in which the 

a compensation increments are $200 or MOLE. 

ee fegae 5, SUBMISSION OF RECOMMDATTONS 

| Be A request for wi in-grade advencement for 
superior accomplishment. wit be initiated by the 
employee! sg , Superior orwalted abhrough the 
Assistant Director | or Start Chief concerned. 
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a5 Gi | | (1) | Indication of performance standards : 


for nhs jovees position where there are | * Ais 


r :. ke : such, 


_ | 7 (2) D seription of how the employee 4 
j Pa 7 | : 
actually per’ ormed his job (this should : 


| | ss  Amellude an anelysis of the employee's work 
: | as to quality ,\ quantity and manner) . 


3 an: @, The Persommel Branch, A & M, will pass 


upon ae for special within-grade 
Salary increases as made by the employee's superior 
and the Assistant Director or Office Staff Chief 


concerned, 


= | 
6. SALARY: INCREASE COMMITTER 
: eee aememree e 


ae A Salary Increase Committee is hereby . 
established and is composed of: 


OST TATA nce eee geen eet 


Executive Director, Chairman 


Executive for A stration and” 
Management, Menber 


_ An Assistant Director, Menber (x be 
appointed by th Chairman for each 
meeting of the onm ttee ) : 


chief, Personnel Branch, A & M, 
“Advisor, (wi tho t vote) 


Scone 


sexet pater 


4 
1. 
i 
i 


fe 


be An’ adverse dec sion, by the Personne? 


Brench, A&M, on a re ommendat-ion for advancement 

of an- employee for sup rior accomplishment, may be 
appealed in writing toithe Conmtittee : by the | Assistant 

Director or Office stale Chief concerned or. Bs his 


ao | 
tne authorized representative. 
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Office | Memorandum | . UNI a. STATES GOVERNA os 
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ty os 3 2 a . z ae / an , 
i we Mea -'Management Officer a - ; DATE: 5 hiay 1950 


FROM: Legal: Staff 


_ SUBJECT: Proposed Regulation - Re Incentive Awards Program | 


© STATINTL 


1. We have reviewed the enclosed proposed incentive awards 
oe : program, and should like to make the following conments, a 
SSTATINTL Se : 7 
: 2. The-most comprehensive review of this program in general See 
Sees cee appears to be contained in supplement No. 1 to Bureau of the Budget ae ee 
i Circular No. A-~8, and it is noted in paragraph 3 that committees 


of our committee as an "Incentive Awards Committee," While the Agency . F 
is outside the Classification Act of 1949, it is our understanding. B12 a ira 
that we are informally comnitted to conform. On the types of awards, . 
the Budget Circular (see paragraph ) provides a fairly clear delinea- 
tion and could perhaps be followed more closely. 


' -FOIABS 


a 
ge 

« it is assumed that the proposed regulation will rescind and — 

Bo supersede all other ertinent Agency issuances (including Administrative 

". STATINTL Instruction No. ri 


DURST incre crue nemayany ete 


[TU ay 


Fa 


“ STATINTL 


Draft attached, 


| STATINTEL 
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= |. "@REWERAL INTELLIGENCE AGENCY REGULATION =—-Ss—«s—is—~<—S*«éa ER 


INCENTIVE AWARDS PROGRAM 


I, Under Congressional Acts now in foree, CIA is authorised to pay 
employecs either cash woleda or increases in basic rate of oompen= 
sation for various superior achievements as outlined in this 
instruotion. 

| II. The three programs now in force are: 
A. Awards for Meritorious Suggestions. 
B. | Awards, or inoreases in rate of basic compensation, for 
superior accomplishments contributing to outstanding fetetensy : 
and economy in administration. . 
C. Additional stepeinoreases as a reward for superior accomplish- 


ment. 


Rea cocoa ee . ae 
2.8 A. Public 7-600, 79th Congress, action a 


B. Publie Law h29,, 8let Co e VII, and Title Xe 

O. Bureau of the % Sicouler 1-3, 8 pleasat No. ls | 

dD. caval Baretoe 0 Commission Federal Personnel. moan Frenendttal 
PAG P Sheet 283,. achpart A; Step-inoreases, Sections 25 -Ilse25 015» | 


eile RESTRICTED 
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| “ on RESTRICTED 
= A See NUMBER | CENTRAL INTELLIORNGE AGENOY REGULATION 7 
1. Executive = Chairmn ee 
2. Personnel Director = Menber 
$. Budget Officer ~ tember 
Le Management Officer = Member 
Be ‘Representative of Office sonoerned =. Member 
| 6. Fersonnel Relations Officer = Member’ and recorder 
| Be Functions of the Committee 
1. The Connittee shall be responsible Pix cones sist the 
“puree programs and will ba governed by the provisions 
of this instruction and applicable Public Laws and 
: : | - Regulations. | | 
Bo 58 : . 2. The Committee will make recommendations to the Director 
| | ‘for Awards under these programs. 
, | . 7 $e The Committee shall determine which type of awards ig 
7 7 : | best suited to five proper recognition ioe yauinesties 
for each recommendation it approves. 
| gy the Comnittes will moot at the call of the Executives 
De Stimulating Participation — | 
i In order that these prograns may serve &8s a incentive — 


to CIA employees the Personnel Relations Officer shall give 
the-full internal publicity and shall by means of ClA flotioes 
publicize awards nade to GIA enployees whother cash, salary | 

; fnorenscs) or certificates of merit. The Personnel Relations | a 
Officer shall ‘take an annual poner eo the Bureau of the Budget: 


re ore | 
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on the status of the Programs 2 


Ve “Eligibility for awardee 


1. All civilian eaptoyers of CIA are eligible for awards 


1. 


Ze 


under the programs outlined in this Regulations 


VIe Conditions Governing Awards. 


Cash Awards or salary increases awarded to employees 


‘under these programs shall be in addition to regular 


compensation. 


Acceptance of cash awards for meritorious suggestions 


by the employee shall constitute an agreement that the 


ae ae ee sO 
use by the ( Cay th, ant ae 


ji 
be. 
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_GENTRAL INTELLIGENCE AGENCY REGULAT IOW 


‘United States of the sugcestion for which the award is mde 
shall not form the basis of a further olaim of any nature — 
upon the United States by him or his heirs or assigns. 

Be No person may be paid @ cash award or salary increase under | 
more than one of the three programs (400 Seotion II above) 
for any one suggestion. | 

he Mo two employees may be given cash awards or salary increases. 
for the same improvement except in a shared or group award. 

5e No employee may be given two awards for the same achievement 
except when the actual first year cavings is sufficiently greater 
than the estimate of savings on which the origina? award was 

based. | | 7 

“Vil. Program of Awards for Meritorious Suggestions. 


a. Cash s ewards may be authorised for meritorious suggestions 


adopted solely or primarily as « result of monetary savings. 
Awards shalt be based on the annual estimated saving within 


oe 2 Gs | the ME@oy in the firet year of operation in accordance with 
Fe the following table: : 
as SHINES " we 0: Le 


Pape et aa aa Fae a 
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‘“WOMBER | CENSRAL INTELLIGENCE AGENCY REGULATION 
ANNUAL SAVINGS == GASH. AWARDS 
#1 = == 91,000 ==> 910 for each $200 of savings with a 
a _ minimum of $10 for any adopted suge 
A. ‘gestion . 
$1,000 = $10,000 $50 for the first $1,000 of savings, 


and $25 for each additional $1,000 

va aE of savings 

$10,000 = $100,000 9275 for the first $10,000 of savings, 

re Se and $50 for each additional $10,000 

. . of savings — 
$100,000 = or more = $725 for the first $100,000 of savings, 
. ; and $200 for each additional $100,000 

of savings provided that the maxinun 
award for any one suggestion shall not 
exceed $1,000 | 


a. Certificates, medals or other exb lems may be awarded by the 

| oreo eee in addition to monetary awards and aleo in honorary 
recognition of service whioh the committee recommends as 
exoeptional but not meriting a cash award. 

C. ‘Basis for Awards. 

1. Awards will be considered where in the opinion of the Comni ttee 
the meritorious suggestion has resulted or will result in 
improvenent or economy in the operations of the Ageney through 

| ae os monetary savings, increased efficiency, conservation of property, 
- &mproved: employee working conditions, detter service to the 


go 


“public, and eimi ler benefits, except that awards will not be - 


oR IRATE TOR Atty 
Pea OTP UNWEIT ETM PTR 


or te ow 

oe recomended und r thie f re the ‘falls within 
| oppo ‘ er i. Ci 8 progran 3 bugges ons ing 

[ @ ah Ae the otal Fesponstbilitice of the, _Auties of the @ sugcoster. 


2 eign We vbDadopted for use in the Agenoy within. 


‘three (G3) years from the date the suggestion is received by | 
ae ” : si x 
[ 8S the 


cent Officer. 
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AGENCY REGULATION NUMBER 


De Submission of Suggestions. 
2 A suggestion may be submitted aieeckin’ to the Managenent Officer : 

ier , BK ¥ by the suggester or through eupervisory channels to the Manage= 
ie eal caliys Bi oe Offioes It should be in duplionte, and should inoludes 


ey ae 
MA Abbe i, 
ae 2 hey 
hen ale JAA. 


Nene of exployes, 
Title and grade. - 
Division, Branoh and Offies 


| Detailed description of the suggestion, with eo stetenent 


of the actual saving of money which will result or. hes 


‘yesulted in the first year of its Gperation: or the. basis 


for opinion thet other Sie tiga benefit to 3 7 will 


result from adoption. 


E. Action on Buggestions. 


The Management Office will review each suggestion and 
arrange for Connittee actions 


The Committee will examine each suggestion on the basis. 


of benefit to the Agenoy and the Federal governaant ang 
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i Under Congressional Acts now in fore, CIA is euthorized to pay 
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gation for various superior achievements as outlined in this . 
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: | 7 II. The three programs now in force are: 
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Submission of Suggestions. 
A suggestion may ve submitted directly ¢ to the Personnel Relations 


officer by the suggester or through supervisory channels ‘to the 


Personnel Relations Officer. It should be in duplicate, ana should 
| include: | . 


“1. Name of employee. 


2. Title and grade. 


3. Division, Branch and: Office. 


, 4, Detailed dsseniveion of the suggestion, with a-statement 
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| resulted in the ‘first yeer. of its ‘operation, or the basis 
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A. Awards. 
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4 2. Where contribution to: the improvement has been made by more 
than one employee, all employees: contributing, including : a 4. 


supervisors >. may Bpere efficiency awards ’ each person 


sharing in proportion to his contribution. The: total amount ee | 4 
avarded may not exceed the anount authorized for this type. 
of award (see VIIIA, above). | 
i 3. i No employee may be given a cash award wnaer the SUBSE EL OM:. 
progrem, and sala employee 8 salary increase under this . 
program for the same’ improvement except, on a shared basis. | 
Cc. Submission of Recommendations. : / | 
i Recommendations to tefsteLetane) Awards Committee for awards : : : 
Mages: this section will be made by both line and staff officers 
who in the course of their ‘periodic reviews of the operation 
| jk their respective offices and sub-units, ea discover guper- 
visors ‘and employees whose. performance merits: such recognition. 
2. Recommendations will be forwarded to une Personnel Relations 
office: through normal ‘channels.’ Bach such recommendation 
, must be specific and well documented to permit ononer evalu- 
| ation by the Committee. General or vague recommendations | 
will not be seriously considered. | - 
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C. Submission of Recommendations. 
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B : : | sae officer through normal channels. Each such recommendation hae : 
| ‘shee be specific aie well documented to permit proper : i 
evaluation by the Committee. -General_or-vague recomendations 7 : 


witi-not-be-seriousiy-coneidered. Me ce 


RESTRICTED = we 
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oem STATINTL ae are ae ea ws gee a Send eh = te ie GG | [| oy 
gras : ; oe i, foes ca eer é ao pil Poa : a : : - 7 , : she 


piearinten = — sus ION AgiacY UQUEATION NUMBER 


“St DICERTIVE AWARDS PROGRAM R te 


A 1 
to oh os In compliance with effective laws and wes 
| - grant to ite employees cash ened or Ancrefiaek 


. rates of compensation for meritorious ‘suggestions or superior 


. Pater, Kehrwryety 9 od. 
| accomplishuents ag set forth in_thie-regalation: 


me ak Under the program, incentive will be provided by? ; Pe 


ere eke Gast Auaras for Aeritorious: daggestions. | q 2 * a a ¥, r , 
= sia ales he B Cash fvards, or Ihereases in Rates of Basic dompensat on A 
| for Superior Accomplishnents Contributing to Qutstanding 
eee | a  efiedency ana Hoonomy in Administration. 

eo 7 a ea: Cc 0. Additional Step Increases as a Reward for Superior 

: | | Pee aiaeat: : 


| a a 4 He Efficdency Avards Comittee. : 
- ! | Oe abe The ve Lene, Ayards Poets: shall include the following: 
| | (2) Personnel Director «  Heaiber | pie A ee ee 


7 ae Gs) Coe red venber . . 


(i) Management Officer - ‘Member one Bas Se 


Ee © oogtile (5) Representative of Office Concerned - - Member Pe ee ee 
| i 


(6) Personnel Relations Officer ~ Yon-voting Kenber and 

Recorder. sowie | nal a 

a va Functions of the Comnlttee. Saf | ; he 7 i. 4 

eG) ‘The Committee shall be rasponaible for carrying out. ‘the a 
“program and wld be governed by the provisions of ~ 


_applieadle | Laws and. regulations. eae . 
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-~2- | 
“ay The Simdbias shall deternine which type of award 
ds best suited to give proper recognition and make | 
oe - appropriate Tecomnendations te: the: Director fA Ey See ek ; = = | 
ae fe The Comni ttee will meet at the call of the © Bremattre tig. an ne eae. 
dk Pe Stimlating Participation. : | i” 


Tn order that the program nay serve as an incentive 


to CIA. employees, the Personnel | 
| give it full internal publicity and. shall use oe | 
publications to publicize awards made to CIA employer. 

The Personnel wlititir-Gerem will make an annual i 

report to the Bureau of the o, Budget on the status of the 7 7 | ; 


| program. 


ae Rae for Awards. | 
| . ve » All civilian employees of CIA are ¢ eligible for awards . 


ander the Progran,outitaedaimethie-igemmeon, 


id ag Ce Gonat tions Governing Awards. 


an Yn Cash wards or solary increases awarded to employees 


a under the progran shall ox in addition to regular | - 
compensation. | | ‘- 
“Acceptance of cash awards for meritorious suggestions 
shall be a full release ‘to the: government from any end . 
all elains ty the employee, his heirs, executors, eee 


mintntatmtore, or "assigns: for the’ use of such > suggestion. a 


7 pees i = anount, i; is Justified 


Reiss Sos epee 0010027-3 
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pe 4 Ho” two' employees “maybe: etived cash: ‘awards or salary: 


hs eo ee - Anereages? ‘forthe: same: tiiprovenent: ‘except: tn at 


aohared or: iia ‘award; Ptsge, rae ia erp LES aye | 

bot Wie a ae. a : $F dye bey | 

G i Cash Awards for er torious ‘Suggestions. | - re 

ho ge General Ae el sg hye me re PLE ae Be seats 

| " “Gash a awards : Se te ‘tutbortsed £6 for ‘eritoriour hee | 


oi a upd 


suggest fone, outside the” normal requirements of ches duties 


wee, 
uv : rates! 


of ‘the position of the suggester. The ied of such 


4 ana vty Saar ts 
ee ys ee Ma ue See y Sead ct niet 


Ute ce etiger fs | -avards e shall not “exceed a $25, 000. 00 0 during one ‘fiscal year. 


oS Bra 8 & ar sach an oe is based ¢ on » estimated sevings 
; : Cea ee 5 bres “OMY i pre ee ae 


resulting fron adoption . of the suggestion, he amount of 


MEP, 


the ‘award 4 shell be based on the estimated savings in the 


sat fen Reretors ‘ef sy ues eae Be nid mia he 


first. year of operation in ne vith ths: follows 


be - Beaders ta ees 


pes eeltb ate table, unless the Dir - 0 


: Auk: i pene Be a 


ide ry ait ey ec 


eee for each oe of caves witha re 
hininaum of $10 for any adopted sug. Soren 


.. gestion 
oo for the first qi. 000 of savings, 
_and $25, for each additional $1,000 
BEES ‘of say in Sm a be 
a for the first $20,000 of earings, 


spec eae pe eg 


ese 
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| and os for each additional $10,000 
ee as of. savings . 
$100,000 = or more = $725 font the first $1co, 000 of navings, ca 
ena a and "$100 for each additional $100,000 
of savings provided that the max Limam 
award for any one suggestion ‘shall. not 
Ps exceed $1, 000. 
ae Awards for Inprovenents Not Necessarily Resulting in Savings. 
Cash awards may. be authorized for adopted suggestions 
/. which result in increased efficiency, conservation. of 
. property, Amproved. working conditions, better service or 
other types of improvenents whether or not an identifiable 
monetary saving to CIA results. The amount of the award | 
shall be commensurate with the benef its anticipated from 
. | 7 the suggestion and will re determined by the Conmittee. 
am Honor Awards. 
o Certification, nedals or other emblems may be 
! awarded by the Director in addition to monetary. awards, 
| and also in honorary recognition of service which the 
: Committee recoimends as. exceptional, but not moriting Boo | 
cash award | | 
oe ‘Submission of Suggestions. 


A suggestion may be. subaitted atrectly to ene: 


- ‘Personnel } or ty the cuggeater 0 or ‘through 


- supervisory “ebpanatas nee iigie-Renkathene< 
Tt should be in duplicate, on should incluie: - 
3 Q) ame of emplayee. | 2 
) Title and grade. oS : 
2: Cy Division, Branch aa office. es 
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f 
Be ee A XE a 46 ee cones : _— 
' me) Detailed description of the suggestion, with a. | 
i statement of the actual saving of money which will a : 
, result or has resulted e the f iret year of its. 
operation, or the basis. for. opinion that other ” 
exceptional denef it to CIA. will result from 
, ee adoption. | 99 3 
: fe Action on Sugeen tions. = ae om 
; ee : : Debathetat coma : 
eo Aa ‘i (4) The Personnel R will remove the 
he a identification of the sugges ter and submit each 
eee 0S gugeestion’ to. the appropriate Offices aati 


for review. 


(2 }: Suggestions concerning organizational procedures 


nae 


Haron) 
will be submitted to ia lanagenent Sea Tor review. 


ees 


f 3.) The Personnel. r will prepare the 


: . necessary papers for submission to the Committee, = 

(e- i If the Comittee determines that . a suggestion 
has merit, the: Cheirnan ofe tis emettem will 

“recommend to the Director that a cash award or 

oh ee ay . a Certificate of Award or both be presented. 

| | | a * ; Oe ea . (>) I¢ the Committee determines that & suggestion | 

* , is not. acceptable, the Personnel nelson ad 
| O6édemer i121 notify the eugeester of the reason 
his suggestion Was. ‘not adopted. . 

@) Whenever the Director believes that: a suggestion 


: ‘would benefit the Federal Government figs he. 


pe Sona ane oer ec mionaccio 
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= aoe 7 ae | ee may. report it to the Director . of the Bureau of the | 
| | oo | Budget for dissemination to all Departments and — 


Agencies. Honever, no. additional cash award may be 


a: Price “ 
will p 


a record of each suggestion submitted and final 


action taken fenqiinee? in the personnel file of 


authorized for the uggester. 
ee 


(5.) The Personnel 


vk : 


AT. Cash Avards or Sete in Rates of Basic Bonsanentiee for 
| Superior Accouplishnents Contributing to eee Bficlency - 
| - : | : . oe and Heonouy in Administration. : 
| i Be oe ooh Cash Awards for Btfictency. , 
vs oe ; Cash awards may be pubhariyeas. for savings made in 
‘the conduct of an gine own operations whe ther a 
= : eve is savings are the result of a suggestion or other personal 
| . acconplishnent. Such | an award shall not exceed 25 percent 
of the estimated savings in the’ first year of f operation, 
_ hor an amount equal to three tines the step increase of 
an ‘employee's grade. | 7 , 5 
ir Bw Increases in Rates of. Basic Compensation for Bftictency. 
, A salary increase of. one, two or three steps may be 
‘authorized for a sugges tion or euperior accomplishtent 
in the conduct of an ‘employees, ‘own. operations which | | 
results, in ‘such. substantial savings to CIA that Linitations | : 
ee on the’ amount of cash avords would result in. inadequate : = 


reward. The annual rate ‘of such a salary increase shall 


De eae ise Gonna Gan eal cues oaeieiagac a ¢ 
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' - : . | ne not. exceed 25 percent of the estimated savings for the 
i " eg ee 8 | ‘first year, nor three salary steps ‘in the Andividual's 
a ae erie | . 
Ck Shared or Group Panda 7 
Where contribution to the Amprovenent of efficiency 
has been made by more then one employee, all employees 
contributing, including supervis ors, moy ‘share, averde—~ 
each sharing in proportion to his contribution: ‘The 
total amount awarded. may not exceed the. anount authorized ee ee 
for the type of award. No two employees may be given 
Gash awards or salary increases for the same improvenent 
except ina shored or group award 4-exj-one~employee= 
| sib not-be-granteden-fakivammnt-forermangerttmmenden 
vanother.. granted. a.full. Anat fom inerensed «ALEC eNCyen 
| sresultinet romethe-suggest Sone 
g mm Submission of Recommendati: ons. | 
Gy Where recommendations are based upon a neritorious 
suggestion follow procedures under vi E, | 
| (2) here in the review of operations of their respective 
ee offices, steff and line officers discover supervisors 
and employees whose superior accomplAtinents contritute ; 
to outstanding eff icrency and economy in administration 


they will recommend awards under this section. Such 


s 

vie 

| 
{ 
} 
a 
t 


recomendations will be forwarded to ‘the Personnel 


~~ through normal channels. Each one | 


recommendation mast: be specif ic ana well documented to 


GIA: RDP81-00728R000100010027-3 


-~*. : by i ‘pubes ahs ethene: 
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-8- LOG RS a 
soon proper evaluation by the Committee. 
ww The ‘recommendation mast include: 
ae A full and complete description of what | 
; nethnds, pr¥ocedures, organizational changes 
etc. have been adopted | contributing to. | 
| improvenents resulting in outetanding efficiency 
. and economy in administration of the perticuler 
office or unit. | 


ldentification of the outstanding « office or 


\~ 


unit. : 
Be Identification by name of the supervisors and 
employees whose personal efforts have caused 
the office to be outstanding. . 
yy Supporting documentation of the contribution es 
made by each supervisor and employee where 
ae | | group or shared avarde are recommended. ne 
Se Acton on ‘Recoumsnaatian: | 
See: ae | | 


te Additional Stop-Increases « as a Feverd for Sapertor Aecomplisheent. 
ae oa Awards . . . 
ad A salary increase of one step may be granted an 
employee for (oO sustained work performance of a 
| high degree of efftetency co) the initiation and ; 
development of a ‘suggestion, over and above the 


‘normal requirenents of his. position, which increases. 


“efftetengy, or. 3) special service of an outstanding oo 
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| | ‘nature, whether or not. the performance, suggestion, | 
: or special service results in substantial economies. | 
/ | (2) No employee shall be eligible. for more than one such | : 
7 additional step-increase within the time period between . | 
| nornal step-increases (Lie. BO nlendar qeeka of ae | 
: service if position is in e grade in which step- : 
i increases are Lees: than: $200 and 78 calendar weeks 
: ee 3 a ae . of service in a grade in which step-dncrenses are 7 ie | 
| B200, or more). | 
Pg Basis for Awards. | 
ce , G) In order to serve as tho basis for an award of an 
| additional ae increase, the ‘aocenp Listunnt of an 
seakavee’ must meet one of the following tests! | 
6) Sustained work performance for a period of at | 
least ‘three months of such nature that it not ; 
only meets the requirenents ‘for the highest | 
ae | etste . ‘ attainable “Selaianey rating but merits : | 
distinction among those who are given such | 
3 ou id ie ave 6 ee 7 rating or among those whose. current work | 


i 
a 
: 
e 
a 
t 
+ 
: 
ft 
t 


performance 4s sufficiently outstanding to | 
| Justify such rating: or fae | | a 3 
| o) Initiation of an Adea, method, or ‘device; which 
has been developed and sdopted because it is . 
: expected to Lnprove. the public service or - | 
provide for more economical ‘operation in the Sg te 7 


a public interest tyfor 
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(co) A special act or service in the public interest, 
, ne _ | : related to official employment, over and above 
| : a | normal position requirements, of an Gngeuay or , 
distinctive character, where tte ‘recognition : AB a. 
basis for an’ additional advencenent would serve 
ae a definite incentive to others. | 
ea Submission of Recommendations. a8 
ea@d Recommendations: to the Committee under this section . 
will be made y both line and staff officers who in 
the course of their periodic reviews of the operation 
of their respective offices: and sub-units discover 
euployecs whose performnnce nerits dabh recognition. 
r ie : od | . (2) easy Spero will be forwarded to the Personnel 
ee 7 | Hounlstinstiehcee Gikeer through normal channels. Hoch such 
recomuendation must be specific and well documented to . 
permit proper evaluation uy the Committee. | 
He? ate Ps. (3/ The recommendations mst include: 
. : (a3 _A statement that. the employee has had, for a 
period of at least six months innediately 
ee the date of the _recouzengation, an 


prtmebenty. 


"rating of "ameetiadi or Chat he 


werits such a rating at the tine the recom 
nendation is made. | 


{ by A description of how the employee would have 
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+ . , | to careien his duties. in order to meet the 
/ OE tales | : ; ee | standards of performance norwally ‘expected 
| ‘| Pees . pe : ae in the position. = ~ a a 
! . | sy _ | . | ; (c.) A. description of how the. exployee aio ti ly at. | | oe a 
: if ae | Ae | performed hig duties in order to be rated : ae 
oa "exouthant" are should include facts | 
concerning the quantity and quality of the 
| employee's work, the manner of performance, Bs ait 
: | a | ‘personid traits, and other evidence of 
| | 7 we | superior accomplisiment. This part of bee 
| | . ade aecer LE . reconmendation rhowld be in specific terns 
| pe : : hs = fone Es ee with OXE ges show how ne wet the standards 
| | | ; of an U eemeerend ent " eemley exch. | es 
| : | oe ee | (a.) A description of how the employee's performance 
| | merits distinction among other ap loyees Fated ; 
| . | “Gwceiient of ho are worthy of such rating: : 
| : | | ae | ; oe . : and how such performance was an incentive to . 
2 other euployees. | a a 7 ' 
Ae 0 s) smanplee of the. types of acts or. service vhich night “ 
justity such an award are! . 7 | 
a ) Distinguished achievement in improving the morale : 
| of employees. ta | | : 
| mt by) Outstanding contribution to nonagenent or operations. : a 
(2) Honetary saving to the governnent | 2 es 
Ge Act, service, or valor over and. above the call of uty 


" RUSTRICTED 
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ee _ ts yj Perfornence es han involved the overcoming of 
ae “unusual difficulties. sage 
oe oe) eG f Si): samples which by ‘themselves are not peedcnel a Pee ce 
i : ae 7 oe recommendation for superior acconpLishnent rewards ae Be of 
. ae (a.) Long hours: voluntarily worked. ; 
- = : : = 7 (v) Loyalty to the service. ne = si 


-shaaitta hime ghee 
fc) 


Sy rating of ot , | | 
. -gituation 
a.) Performing duties of a higher grade, which situat 0 


‘could have been corrected by reallocation. 


| | : 
ce. / . at 2 4 
and feithful servi : | fie 
; Aree long, - ; 
‘ Me Action on Recommendations. | | : ee g-2 moe 
ins, see VIF. | 
3 
i: 
fe 
as 
a | 
ie a “ 
: 
; ; 
) 
| j 
: 4 
| neh 
= RESTRICTED: 
i : : < 
ba a oe : 
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CENTRAL INTELLIGENCE AGENCY | : a re 
Washington, D. Co ae bie a 


SR IVE SRERIICTION ys PAC BO SL pemenae sg 


3 SUBJECT: Reward for Bare eee enn 


o_l. the cuiberant of the CIA Committee on § ceom lishment 
as shown in Paragraph 2, Administrative Sr 2 fps my dated . 
a June 1948, is Changed e# follows: ie 7 


Executive or Deputy Executive + Chairman 
Management Officer . 4, - . Member 
‘Personnel Director _o* Member and Recorder 


One representative designated by 
Assistant Director or ‘Staff 
Chief concerned. ; ee - Menber 


2. Th the. aforementioned Administrative Tavita ice 
wherever reference is made to the enter, manic Branch, A&M, substi- 
“tate Personnel Director. ; 2 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


- DISTRIBUTION: Ko. 3. 
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: * [Punic Law 106—7071H Conanuaa).., j 
' — (Cuaprern 212—18r Susston] |, / 
[8.807] ; | 
AN ACT \ 


Be it enacted by the Senate and House of Representatives of the 
United States of America in Congress assembled, That this Act may 
be cited as the “Federal Employees Pay Act of 1945”, 


TITLE I—COVERAGE AND EXEMPTION, S 


COVERAGE 


Sexo. 101. (a) Subject to the exemptions specified in section 102 of | 
this Act, titles IT and III of this Act shal] apply (1) to all civilian 
. officers and employees in or under the executive branch of the Govern- 
ment, including Government-owned or controlled corporations, and 
in or under the District of Columbia municipal government, and (2) 
to those officers and employees of the judicial branch of the Govern- 
ment, the Library of Congress, the Botanic Garden, and the Office of 
the Architect of the Capitol who occupy positions subject to the Classj- 
fication Act of 1923, as amended. 
(b) Title IV of this ‘Act shall apply to officers and employees who 
occupy positions subject to the Classification Act of 1928, as amended, 
(c) Subject to the exemptions specified in section 102 of this Act, 
title V of this Act shall apply to officers and employees in or under the 
legislative or the judicial branch of the Government whose compen- 
sation is not fixed in accordance with the Classification Act of 1998, a3 
amended, and to the official reporters of proceedings and debates of 
the Senate and their employees. | 
(d) Subject to the exemptions specified in section 102 of. this A: . 
title VI of this Act ( containing miscellaneous provisions) shall apply 
to civilian officers and employees of the Government according to the 
-terms thereof. — fo <9 : 
(2) All provisions of this Act a plicable to the executive branch of 
the Government shall be applicable to the General} Accounting Office, 


| EXEMPTIONS . . 
_ Seo. 102, (a) This Act shall not apply to (1) elected officials; (2). 
Federal judges ; (3) heads of departments or of independent establish. 
ments or agencies of the Federal Government, including Government- ise 
owned or controlled corporations; (4) employees of the District of . 
Columbia municipal government whose compensation is fixed by the 
Teachers’ Salary Act of June 4 1924, as amended; and (5) officers and. 
.’ members of the Metropolitan Police or of the Fire Department of the 
District of Columbia. As used in this subsection the term “elected hee se 
officials” shall not include officers elected by the Senate or House of Be 
Representatives who are not members of either body, - : e. 
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(b) This Act, except section 607, shall not apply to (1) officers and 
employees in the field service of the Post Office Department;, (2 ; 
employees outside the continental limits of the United States, includ- 
ing those in Alaska, who are paid in accordance with local native _ 
prevailing wage rates for the area in which employed; (3) officers and 
employees of the Inland Waterways Corporation ; (4 officers and 

~ employees of the Tennessee Valley Authority ; (5) individuals to whom - 

the provisions of section 1 (a) of the Act of March 24, 1943. (Public : 
Law Numbered 17, Seventy-cighth Congress), are applicable; and (6) 7 
officers and members of the United States Park Police and the White : 
House Police. a bl | 

(c) This Act, except sections 203 and. 607, shall not apply to 
employees whose basic compensation is fixed and adjusted from time 
to time in accordance with prevailing rates by wage boards or similar . 
administrative authority serving the same pupa 

(d) This Act, except sections 606 and 607, shall not. apply to 
employees of the Transportation Corps of the Army of the United 
States on vessels operated by the United States, to vessel employees of 
the Coast and Geodetic Survey, or to vessel employees of the Panama 
Railroad Company. . See, ° 


TITLE TI—COMPENSATION FOR OVERTIME 
~. OVERTIME, PAY 


Seo. 201. Officers and employees to whom this title applies shall, in 
addition to their basic compensation, be compensated for all hours of 
employment, officially ordered or approved, in excess of forty hoursin 
any administrative workweek, at overtime rates as follows: gage! 

(a) For employees whose basic compensation is at a rate less than 
$2,980 per annum, the overtime hourly rate shall be one and one-half 
times the basic hourly rate of compensation: Provided, That in com- 
puting such overtime compensation for per annum employees, the basie 

- hourly rate of compensation shall be determined by dividing the per 
annum rate by two thousand and eighty. | . 

(b) For. employees whose basic compensation is at a rate of $2,980. 
per annum or more, the overtime hourly rate shall be in accordance 
with and in proportion to the following schedule: Ae « 

‘Overtime rate of compensation 


Basic rate of compensation 


per annum ie of per 416 overtime hours 

§2,08055 sn see S a  e ~— $804,000 

8,000 eno ed ee a Spe came — 885, 554 

8,200 ose es ee ~~ 877.108 

8810s esac ee a ce —— 868, 662 

8,420 22 co otek eee ee —- 860.216 

BOBO 2 a a ee 851. 770 

B40 so ee ee — 843,824 

BiT50 so nee a es 884, 878 

B S00 ss nae as —- 826, 482 

B10 sora take ec a =~ 817,086 

4,080 ee -— 809. 540 

4,190 ce se oh oe oe —~ 601.004 

4 B00 sso SS ae ee 792, 648 

4410 ce oe es ee eo So 784, 202 

46202 ioe cache ee ee — %75. 756 

0,030 se a ee a- -%67,810 

; 91 ON nm en ee . 158. 864 

4,000. es i re ee TALIS 
B . §,180_.._.. to el — 725, 080: - 


Steir it 27 Lt CoE Se ae edad 


Sy ecrds FS Pata hae Cab NERA 
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Basic rate of compensation Overtime rate of compensation 
‘ _, Der annum per 410 overtime hours |. ; 

$0000 a —— $708, 255 

. 5,000 a nnn ne center 002, 681 

BBO ae in ak le en O76. 707 

8,020 nnn eee tot eaten ese ee ce nec ee ee — 680. 583 

G28 sai me re tener nn -- 644. 458 

6,440 and over. — 628.884 
° ® by 


COMPENSATORY TIME OFF FoR IRREGULAR OR OCCASIONAL OVERTIME WORK 


Sno. 202. (a) The heads of departments, or of independent estab- 

lishments or agencies including Government-owned or controlled cor- 
porations, and of the District of Columbia municipal government, and 
the heads of legislative or judicial agencies to which this title applies, | 
may by regulation provide for the granting of compensatory time off 
from duty, in lieu of overtime compensation for irregular or occasional - 
duty in excess of forty-eight hours in any regularly scheduled admin- 
istrative workweok, to thoso per annum employees requesting 
such compensatory time off from uty, : 

~ .(b) The Architect of the Capitol may, in his discretion, grant per 
annum employees compensatory time off from duty in lieu of over- , 
‘time compensation for any work in excess of forty hours in any 
regularly scheduled administrative workweek, . wes 


WAGE-BOARD EMPLOYEES : 
Seo. 203. Employces whose basic rate of compensation is xed on 


an annual or monthly basis and adjusted from time to time in 
accordance with prevailing rates by wage boards or similar adminis- 
trative authority serving the same purpose shall be entitled to over- 
time pay in accordance with the provisions of section 28 of the Act 
of March 28, 1934 (U. 8. C., 1940 edition, title 5, sec. 673c). The 
rate of compensation for each hour of overtime employment of any 
such employee shal! be computed as follows: 
(a) If the basic rate of compensation of the employee is fixed on 
an annual basis, divide such basic rate of compensation by two thou- 
sand and eighty and multiply the quotient by one and one-half; and 
(b) If the basic rate of compensation of the employee is fixed on 
a monthly basis, aula such basic rate of compensation by twelve 
to derive a basic annual rate of compensation, divide such basic annual 
rate of compensation by two thousand and eighty, and multiply the 
quotient by one and one-half. = i ae 


TITLE I1I—COMPENSATION FOR NIGHT AND HOLIDAY - 
| WORK : - 


NIGHT PAY DIFFERENTIAL 


_» Sxo. 801. Any officer or employee to whom this title applies who Js 
assigned to a regularly scheduled tour of duty, any part: of which 
falls between the hours of 6 o'clock ostmeridian and 6 o'clock ante- 
meridian, shall, for dut between each hours, excluding periods when 
he is in a leave status, be paid compensation at a rate 10 per centum 
in excess of his basic rate of compensation for duty. between other 
hours: Provided, That such differential for night duty shall not be 
included in computing any overtime compensation to which the officer 
_ or employee may be entitled: And. provided further, That this section 
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shall not operate to modify the provisions of the Act of July 1, 1944 — 
(Public Law Numbered 894, Seventy-eighth Congress), or any other =‘ 
law authorizing additional compensation for night work. - 


OOMPENSATION FOR HOLIDAY WORK 


Sxo. 802, Officers and employees to whom this title applies who are: 
assigned to duty on.x holiday designated by Federal statute of Execu- 
tive order shull be componsuted for such duty, excluding periods 
when they are in leave status, in lieu of their regular pay for that 

-. day, at the rate of one and one-hulf times the regular bine rate of. 
compensation: Provided, ‘That extra holiday compensation pdid . 

a under this section shall not serve to reduce the amount of overtime 

compensation to which the employee may be entitled under this or 

_ any other Act during the administrative workweek in.which the holi- 

- day occurs, but such extra holiday compensation shall not be consid- 

ered to be a part. of the basic compensation for the i hese of com-. 

‘puting such overtime compensation. This section shall take effect 

upon the cessation of hostilities in the present war as proclaimed by 

the President, or at such earlier time as the Congress by concurrent 

resolution may prescribe. Prior to so becoming effective, it shall be 

effective with respect to any designated holiday only if the President 

ar has declared that such day shall nob be generally a workday in the 

| a3 Federal service, ' 


fre Mie = Ts eke ge ‘TITLE IV—AMENDMENTS TO CLASSIFICATION ACT OF 
=; | _ 1928, AS AMENDED 


ESTABLISHMENT OF RATES FOR CLASSES OF POSITIONS WITHIN GRADES — 


. Sze. 401. Section 3 of the Classification Act of 1923, as amended, 
| oe '* 4g amended by inserting at the end of such section # paragraph read- 
ing as follows: ey 
In subdividing any grade into. classes of positions, as provided in 
the foregoing parasraph, the Civil Service Commission, whenever it 
. deems such action warranted by the nature of the duties and respon- 
sibilities of a class of positions in comparison with other classes in the 
same grade, and in the interests of good administration, is authorized 
to establish for any such class a minimum rate, which shall be one of 
_the pay rates, but not in excess of the middle rate, of that grade as set 
forth in section 13 of this Act, as amended, Whenever the Commis-_ 
. = sion shall find that within the same Government organization and at™ 
sea the same location gross inequities exist between basic per annum rates 
of pay fixed for any class of positions under this Act and the compen- 
: sation of employees whose basic rates of pay are fixed by wage boards 
Be aed or similar administrative authority serving the same purpose, the 
Commission is hereby empowered, in order to correct or reduce such 
inequities, to establish as the minimum rate of pay for such class of 
vo - positions any rate not in excess of the middle rate within the range of 
. pay fixed by this Act for the grade to which such class of positions is 
i. .. allocated. For the purposes of this section the fourth rate of a six-rate ~ 
grade shall be considered to be the middle rate of that grade. Mini- 
mum rates established under this paragraph shall be duly published. - 
by regulation and, subject to the foregoing provisions, may be revised 


con ge gat ceabtey ety gee pth oe a sata es 
cde dives spc aS Ne a Raa Sa St 
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‘from timo to time by the Commission. The Commission shall make 
& report of such actions or revisions with the reasons therefor to Con- 
‘Gress at the end of each fiscal year. Actions by the Civil Service Com- 


et ee mission under this paragraph shall apply to both the departmental 
‘and field services and shall have the force and effect of law.” | 


PERIODIC. WITHIN-GRADE SALARY ADVANCEMENTS 


Sro. 402. Subsection (b) of section 7 of the Classification Act of 1998, 
_ 48 amended, is amended to read as follows: : 

“(b) All employees compensated on a per annuin basis, and occupy- 
ing permanent positions within the scope of the compensation sched- 
ules fixed by this. Act, who have not attained the maximum rate of 

_ ; compensation for the grade in which their positions are respectively 

allocated, shall be advanced in compensation successively to the next 

ees : higher rate within the grade at the beginning of the next. pay period 
. = following the completion of (1) each twelve months of service if such 

1 — ‘employees are in grades in which the compensation increments are lesg 

1 oe than $200, or (2) each eighteen months of service if such employees 

oe BS 6 are in grades in which the compensation increments are $200 or more, © 

oe —° tubject to the following conditions: 

| . ae er —“(1) That no equivalent increase in compensation from any 

cause was received during such period, except increase made pur- 

suant to subsection (f) of this section; 

“(2) That an employee shall not be advanced unless his current 
efficiency is ‘good’ or better than ‘good’; . 

-.. “(8) That the service and conduct of such employee are certi- 
fied by the head of the department or agency or stich official as 
he may designate as being otherwise satisfactory ; and . 

“(4). That any employee, (A) who, while serving under perma- 
nent, war service, temporary, or any other type of appointment, 
has left his position to enter the armed forces or the merchant 

marine, or to comply with a war transfer as defined by the Civil 

i &§ _ - Service Commission, ( B) who has pcre parated under honorable 
ee . conditions from active duty in the armed forces, or has received . | 

eS _ @ certificate of satisfactory service in the merc nant. marine, or — 

f has a satisfactory record on war transfer, and (C) who, under 
regulations of the Civil Service Commission or the provisions of 
| ‘any law providing for restoration or reemployment, or under. 

_, any other administrative procedure with respect to employees 

i not subject to civil service rules and regulations, is restored, 

7 ee reemployed, or reinstated in any position subject to this section, 

shall upon his return to duty be entitled to within-grade sala 

} ‘advancements without regard. to paragraphs (2) and (3) of this 


ee subsection, and to credit such service in the armed forces, in the 
.. .- merchant marine, and on war transfer, toward such within-grade 
-_ ' salary advancements.. As used in this paragraph the term ‘service 
"in the merchant marine’ shall have the same meaning as when used 

in the Act entitled “An Act to provide reemployment rights for 

‘persons who leave their positions to serve in the merchant marin 

and for other purposes approved June 28, 1943 (U. S. C., 19 

‘edition, Supp. IV, title 50 App., secs. 1471 to 1475, inc.) .” 7 
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REWARDS FOR SUPERIOR ACCOMPLISHMENT } AUTHORIZATION AND, ‘ 
‘ LIMITATIONS 


“. Seo. 403. Subsection (?) of section 7 of the Classification Act of 

1923, as amended, is amended to rend as follows: 
“(f) Within the limit of available appropriations, as a reward for 
superior accomplishment, under standards to be promulgated by the 
Civil Service Commission, and subject to prior approval by the Civil 
Service Commission, or delegation of authority as provided in sub- 
section (9), the head of any department or agency is authorized to 
. make additional within-grade compensation advancements, but any 
j ge ' . . such additional advancements shall not exceed one step and no em- 
fae ee ae pleyes shall-be eligible for more than one additional advancement 
Pad Ae gates 1ereunder within each of the time periods specified in subsection (b). 
at All actions under this subsection and the reasons therefor shall be 

a . reported to the Civil Service Commission, The Commission shall - 
riae eb ae present an annual consolidated report to the Congress covering the 

numbers and types of actions taken under this subsection.” 


REWARDS FOR SUPERIOR ACCOMPLISHMENT; RESPONSIBILITY OF CIVIL | 
SERVICE COMMISSION . 


Src. 404, Subsection (g) of section 7 of the Classification Act of 

1923, as amended, is amended to read as follows: : i 
“(g) The Civil Service Commission is hereby authorized to issue 
4 yea such regulations as may be necessary for the administration of this 
section. In such regulations the Commission is hereby empowered, 
in its discretion, to delegate to the head of any department or agency 
or his designated representative, the authority to approve additional 
within-grade compensation advancements provided for in subsection 

4. withoae prior approval in individual cases by the Commission, - 
he Commission is also authorized to withdraw or suspend such 
authority from time to time, whenever post-audit of such actions by 
the Commission indicates that standards promulgated by the Com- 

“mission have not been observed.” - 


INOREASB IN BASIO RATES OF COMPENSATION 


Sro. 405. (a) Each of the existing rates of basic compensation set. 

forth in section 18 of the Classification Act of 1923, us amended, 
except those affected by subsection (b) of this section, is hereby ~ 
increased by 20 per centum of that: part thereof which is not in excess 

of $1,200 per annum, plus 10 per centum of that Lat thereof which 

is in excess of $1,200 per annum but not in excess of $4,600 per annum 

plus 5 per centum of that part thereof which is in excess of $4,600 

er annum. Such augmented rates shall be considered to be the regu- 

ar basic rates of compensation provided by such section. . , 

’ (b) (1) The proviso to the fifth paragraph under the headin 
' - “Crafts, Protective, and Custodial Service” in section 18 of the Classi- 


fication Act of 1923, as amended, is hereby amended to read as fol- 
s lows: “Provided, That charwomen working part time be paid at the 
a of 78 cents an hour, and head charwomen at the rate of 83 cente 
an hour”, . a . 
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(2). Such section ig amended so ag to provide the. following rates. 


of seatpensation for positions in the clerical-mechanical service: 
‘hour, | 


a oe Parr I~Enrtovens OF THE Lerartsrariy, Branor 
ae 7 INCREASE IN RarEg OF COMPENSATION . 
Sto. 501, Except as Provided in section 508, each officer and employee 


In or under the legislative branch to whom this title applies shall be 

% ; .. paid additional compensation computed as follows; 99 Per centum of 
a Fe lo that part of his rate of basic ompensation which is not in excess of 
. tes - $1,200 per annum, plus 10 per centum of that part of such rate which ig 


IN excess of $1,200 er annum but. not IN excess’ of $4600 pe 


or employee for the Piu'Poses of the Civil Service Retirement Act of 
ided. Th 


; mining whether any amount «Xpended for clerk hire, or the Compen- - 
| CO "sation paid to an officer or employee, 1s within any limit now Prescribed. > + 
: : bylaw, ; ; 


additional compensation at the rate of 10 per centum of (a) the Agere.” 


: COMPENSATION yoR OVERTIME a 
faa SEo, 503, Hereafter, for overtime 4Y purposes, per diem and per 
fs - ‘hour employees under the Office of the Architect of the Capitol not: 
bo subject to the Classification Act of 1923, as &mended, shall be regarded 
48 subject to the Drovisions of section 23 of the Act of March 98 1934 
U.S. C., 1940 e ition, title 5, sec, 678c), and sections 501 and 502 of 
this Act shal) not be applicable to such employees, 


. INCREASE IN Basto RATES oF COMPENSATION pat eo SPR 
foes ‘Seo, 591, Each officer and np ove in or under the judicial branch, 
eee? to whom this title applies shall be paid additiona] basic compensation ‘ 


" payment for overtime services or extra pay for Sunday or 


~ entitled “An Act to adjust the compensation o 


a ee 
 [Pus. Law 106,), a 8 fat oe 


computed ns follows: 20 per centum of that part of his rate of basie 
compensation which is not’in excess of $1,200 per annum, plus 10 pér 
centum of that part of such rate which is in excess of $1,200 per annum 
but not in excess of $4,600 per annum, plus 6 per centum of that 


Pe of such rate which is in excess of $4,600 per' annum. ‘The limita- 
i 


ons of $6,500 and $7,500 with respect to the aggregate salaries payable 
to secretaries-and law clerks of circuit and district judges, contained’ ° 
in the eighth paragraph under the head “Miscellaneous Items’ of 
Experise” in The Judiciary A propriation Act, 1946 (Public Law 
Numbered 61, Seventy-ninth ongress), ‘shall be increased by the 
amounts necessary to pay the additional basic compensation provided 
by this section; and the changes in the rates of basic compensation in 
the Classification Act of 1923, as amended, made by section 405. of thig 
Act shall not be taken into account in fixing salaries under such eighth 
paragraph. 


TEMPORARY ADDITIONAL COMPENSATION IN LIEU OF OVERTIME 


Sxo. 522, During the period be inning on July 1, 1945, and ending. 
on June 30, 1947, each officer anc employee in or. under the ‘udicial 
branch entitled to the benefits of section 521 of this Act shall be paid. 
additional compensation at the rate of 10 per centum of (a) the rate 
of his basic compensation, or (b) the rate of $2,900 per annum, which-- 
ever is the smaller. As used in this section the term “basic compen- 
sation” includes the additional basic compensation provided for by 


section 521 of this Act. 


TITLE VI—MISCELLANEOUS PROVISIONS» 
EFFECT ON EXISTING LAWS AFFECTING CERTAIN INSPECTIONAL GROUPS 


Sro. 601. The provisions of this Act shall not operate to provers 
noliday 
work in accordance with any of the following statutes: Act of Feb- 
ruary 13, 1911, as amended (U.S. C., 1940 edition, title 19, secs. 261 
and 267); Act of July 24, 1919 (U. S. C., 1940 edition, title 7, seo 


894); Act of June 17, 1930, as amended (U. S. C., 1940 edition, title 


19, secs. 1450, 1451, and 1452); Act of March 2, 1981 (U.S. C., 1940 


edition, title 8, secs. 109a and 109b) ; Act of May 27, 1936, as amended 


U. S. C., 1940 edition, Supp. IV, title 47, sec. 154 (f) (2)); Act of 

une 8, 1944 (Public Law Numbered 828, Seventy-eighth Congress) : 
Provided, That the overtime, Sunday, or holiday services covered by 
such payment shall not also form a basis for overtims or extra pay 
under this Act. ; Oe 


INCREASE IN BASIC STATUTORY RATES OF COMPENSATION NOT UNDER 
., CLASSIFICATION ACI OF 1928, AS AMENDED 


Szo. 602. (a) The existing basic rates of pay sree a the Act 
certain employees in 


{w. S. C., 1940 edition, title 46, sec. 882b) ; Act of March 23, 1941. 


the Customs Service”, approved May 29, 1928, as amended, and those 
get forth in the second: paragraph of section 24 of the Immigration 
Act of 1917, as amended, are hereby increased in the same amount that 
corresponding rates would-be increased under the provisions of section 
405 of this Act; and each such augmented rate shall be considered to 
be the regular basic rate of compensation. ae es : 
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_ (b) Basic rates of compensation specifically prescribed by statute: 
_. of Congress for positions in the executive branch or-the District of | 
. Columbia municipal government which are not increased by any other: 
_ provision of this Act are hereby increased in the same amount that 
corresponding rates would be increased under the provisions of section 
405 of this Act; and each such augmented rate shall.be considered to 
be the regular basic rate of compensation. ae te aie 


LIMITATIONS ON REDUCTIONS AND INCREASES IN COMPENSATION 


Sxo. 603. (a) The aggregate per annum rate of compensation with 
. respect to any pay period, in the case of any full-time employee in the 
_ service on July 1, 1945, (1) who was a full-time employee on June 30, 
1945, (2) whose per annum basic rate of compensation on June 80, 
1945, did not exceed a rate of $1,800 per annum, and whose com- 
pensation is fixed in accordance with the provisions of the Classifica- 
tion Act of 1923, as amended, or the Act entitled “An Act.to adjust 
the compensation of certain. employees in the Custorms Service”, 
approved May 29, 1928,.as ninended: shell not, under the rates of com- 
pensation established by this. Act, so long as he continues to occupy 
the position he occupied on June 80, 1945, be less than his per annum 
basic rate of compensation on such date, plus the rate of $300 per 
annum or 25 per centum of such per annum basic rate of compensation, 
whichever is the smaller amount. ; 
_(b). Notwithstanding any other provision of this Act, no officer or 
employee shall, by reason of the enactment of this Act, be paid, with 
respect to any pay period, basic compensation, or basic compensation 
plus any additonal compensalion provided by this Act, at a rate in 
excess of $10,000 per annum, except that (1) any officer or employee 
who was recelving overtime compensation on June 30, 1945, and whose 
aggregate rate of compensation on such date was in excess of $10,000 
per annum may receive overtime compensation at such rate as will not 
cause his ‘aggregate rate of compensation for any pay period to exceed 
the aggregate rate of compensation he was receiving on June 80, 1945, 
until he ceases to occupy the office or position he occupied on such date 
or until the overtime hours of work in his administrative workweek are 
reduced by action of the head of his department or independent estab- 
lishment or agency, or Government-owned or controlled corporation, 
and when such overtime hours are reduced such rate of overtime com- 
sas pensation shall be reduced proportionately, and (2) any officer or 
er _ employee who, because of the receipt of additional compensation in lieu” 
- +. of overtime compensation, was receiving aggregate compensation ata — 
ps rate in excess of $10,000 per annum on j une 30, 1945, may continue to 
H ~ receive such rate of aggregate compensation so long as he continues to 
' _-oeeupy the office or position he occupied on such date but in no case 
beyond June 30, 1947. we te 
| ESTABLISHMENT OF BASIO WORKWEEK; PAY COMPUTATION METHODS 
Seo. 604, (a) It shall be the duty of the heads of the several depart- 
ments and independent establishments and agencies in the executive 
branch, including Government-owned or controlled corporations, and 
i . the District of Columbia municipal government, to establish as of the 
he effective date of this Act, for all full-time officers and employees in their 
. respective organizations, in the departmental and the field services, a 


at aja aneedtateg apts 
oe 
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basic administrative workweek of forty hours, and to require that the 
hours of work in such workweek be performed within a period of not 
more than six of any seven consecutive days. “ 
(b) Beginning not later than October 1, 1945, each pay period for — 
all officers and employees of the organizations referred to in subsection » 
~ (a), except officers and employees on the Isthmus of Panama in the 
Ay 4 service of ‘The Panuma Canal or the Panama Railroad Company; . 
aoe shall cover two.administrative workweeks. When a pay period for | : 
such officers and employees begins ‘in one fiscal year and ends in. 
another, the gross amount of the earnings for such. pay period may - 
be regarded as a charge against the appropriation or allotment current : 
at the end of such pay period, 4 i” 
(c) The following provisions of law are hereby repealed: (1) the 
rovisions of the Saturday half-holiday law of March 8, 1931 (46. 
tat. 1482; U. 8. C., 1940 edition, title 5, sec. 26 (a)), and (2) the 
provisions of so muah of section 5 of the Act entitled “An Act making 
oS appropriations for the legislative, executive, and judicial expenses 
ko Bre of the Government for the fiscal year ending June thirtieth, eighteen 
~ hundred and ninety-four, and for other purposes”, approved March 3, 
1898, as amended (30 Stat. 815; U.S. C., 1940 edition, title 5, sec. 29), 
4 eo are as precedes the second proviso in such section. The first sentence o 
q . ; section 6 of the Act of June 30, 1906 (34 Stat. 763; U. S. C., 1940 
1 edition, title 5, sec. 84), is amended by inserting after “United States” 
cree ; the following: “(except persons whoso compensation is computed in 
7 accordance with section 604 (d) of the Federal Employees Pay Act 
| ; of 1945)”; and the last sentence of such section 6 is amended by 
. Baie a striking out rail hac and inserting “Any such person”. 
ae - (d) (1) Hereafter, for all pay computation purposes affecting offi- 
; cers or employees in or under the executive branch, the judicial branch, . 
= or the District of Columbia municipal government, basic per annum 
rates of compensation established by or pursuant to law shall be 
regarded as payment for employment during fifty-two basic admin- — 
istrative workweeks of forty hours. ae | 
(2) Whenever for any such purpose it is necessary to convert a 
basic monthly or annual rate to a basic weekly, daily, or hourly rate, 
the following rules shall govern: 
lee 2 (A) A monthly rate shall be multiplied by twelve to derive an 
; - annual rate; ft g Sant 
(B) An-annual rate shall be divided by fifty-two to derive a 
Py weekly rate; ; ae St ee. 
i (C) A weekly rate shall be divided by forty to derive an hourly 
ae rate;and 
(D) A daily rate shall be derived by multipl ane an hourly rate 
S -by the number of daly hours of service required. 
(e) The Architect of the Capitol m: ie 


ry, in his discretion, apply the 
rovisions of subsection (a) to any, officers or employees under the 
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ef ae 4 ffice of the Architect of the Capitol or the Botanic Garden, and the 

t ' Librarian of Congress may, in his discretion, apply the provisions of | 
such subsection to any officers or employees under the Library of Con- 
gress; and officers and employees to whom such subsection is So made. 

7 applicaile shall also be subject to the provisions of subsections (b) 


(d) of this section. 


peas 
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‘REGULATIONS 


‘Seo, 605. Tho Civil Service Commission is hereby authorized to issue 
uch regulations, subject to the upproval of the President, ns may be 
hecessiry for the administration of the foregoing: provisions of this 
Act insofar as this Act affects oflicers and employees in or under the 
executive branch of the Government, ae 


VESSEL EMPLOYEES: 


Seo. 606. Employces of the Transportation Corps of the Army of | 


tho United States on vessels operated by the United States, vessel 
employees of the Const and Geodetic Survey, and vessel employees of 


the Panama Railroad Company, may be compensated in accordance. 


with the wage practices of the maritime industry, 
PERSONNEL CEILINGS. . 
Sxo. 607. (a) It is hereby declared to bo the sense of the Congress 


that in the interest of economy and efficiency the heads of departments, 


nd of independent establishments or agencies, in the executive branch, 
cluding Government-owned or controlled corporations, shall termi- 


nate the employment of such of the employees thereof as are not 
required for the proper and efficient perormaties of the functions of» 


elr respective departments, establis ments, and agencies, © 

(b) The heads of departments, and of independent establishments 
or agencies, in the executive branch, including Government-owned or 
controlled corporations, shall present to the Director of the Bureau 
of .ne Budget such information as the Director shall from time to 


time, but at least quarterly, require for the a of determining 


® numbers of full-time civilian employees (including full-time 
intermittent employees who are paid on a “when actually employed” 
basis, and full-time employees paid nominal compensation, such as $1 
& year or $1 a month) and the man-months of part-time civilian 
employment (including part-time employment’ by intermittent 
employees who are paid on a “when actual y, employed” basis, and 


| part-time employment by employees paid nominal compensation such’ — 
 @s $1 a year or $1 a month) required within the United States for 
the proper and efficient: performance of the authorized functions of | 


their respective departments, establishments, and agencies. The 
Director shall, within sixty days after the date of enactment of this 

ct and from time to time, but at least quarterly, thereafter, deter- 
mine the numbers of full-time employees and man-months of part- 
time employment, which in his opinion are required for such urpose, 
and any personnel or employrnent in such department, establishment, 


or agency in excess thereof shall be released. or terminated at such . 


times as the Director shall order. Such determinations, and any 


‘numbers of employees or man-months of employment paid in viola- 


tion of the orders of the Director, shall be reported quarterly to the 
ongress. Each such report shall include a statement: showing for 
each department, independent establishment, and’ agency. the net 


crease or decrease in such employees and employment as compared 


with the corresponding data contained in the next preceding report, 
together with any suggestions the Director may have for legislation 


“, 


_. Approved For Release 2006/11/08 : CIA-RDP81-00728R000100010027-3 


Approved For Release 2006/11/08 : CIA-RDP81-00728R000100010027-3 


Seals Sten T LET EEE 


Approved For Release 2006/11/08 : CIA-RDP81-00728RO0 


uy. Law io) 12 ‘ a. 


Which would pring about economy and efficiency in the use of Gov- 
ernment personnel. Ag used in this subsection the term “United : 


States” shal] include tho Territories and Possessions, . 

(c) olerminationg by the Director of numbers of employees and 
min-months of employment required shall be by such appropriation 
units or organization units ns he may deen (ppropriate, . 

(d) The Director shall maintain a continuous study of all appro- . 
Priations and contract authorizations in. relation’ to personnél 
employed and shall, under such policies as the President may pre- 

Salaries, wages, or 

other categories of expense which ho determines to be possible as a 

. result of reduced Personnel requirements, Such reserves may be 

as released by: the Director for expenditure only upon a satisfactory 
showing of Necessity, 7 | 
te . c) Casual employees, as defined by the Civil Service Commission, 
anc employees hired without compensition may be excluded from the 
7) 


applicable to ( 1) employees of the War and N, avy Departments except 
has who are subject to the provisions of titles IT ana ITT of this Act; 
indivi by or through the War Ship ing 
the United States, (B) to whom 

le provisions of section 1 (8) of the Act of March 24, 1943 (Public 

aw Numbered 1%, Seventy-eighth Congress), are a licable (C) 
who are undergoing » course of training under the nited States 
Maritime Service or who have completed such training and are await- 
ing assignment to ships, or (D) who are on stand-by wages awaitin 
assignment to ships, 4 is subsection the. term “United 
Btates” means the several States and the District of Columbia, 


EXEMPTION For PURPOSES OF VETERANS LAWS AND REGULATIONS 
Seo. 608. Amounts payable under the Provisions of thig Act, other 


- annual rate of compensation for the Purposes of peek IT (a) of 
1 (a 


section 212 of title IT of the Act entitled “An Act making appropri- 
ations for the legislative branch of the Government for the fiscal year 
ending June 30 1933, and Yor other purposes”, approved June 30, 
pers tae as 0 Bo (U.S. C., 1940 edition, title 5, sec, 59a; Supp. IV, 

title 5, sec, 59h), a or = 
ay : ; APPROPRIATION AUTHORIZED | 


So. 609. There are hereby authorized to be appropriated such sums - 
‘88 may be necessary to carry out the Provisions of this Act, ae 


EFFECTIVE DATE 


- Bro. 610. This Act shall take effect on July 1, 1945, 
. Approved June 30, 1945, pee 
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i : gina ADMINIS TRATIVS INSTRUCTION i 
ae NUMBER , : 
i STATINTL . : 
. SUBJECT: Reward for Superior accomplishment ; 
; : 


| Spe TINT Paragraph 2, ‘dninistrative Instruction [ 


dated 1h June 1948, is amended by dsleting the Execative 


; for Administration and Management from committee wember- ; 
BS - | : 
i FOR THE DIRSCIOR OF CENTRAL INTELLIGENCE: : 
us | f es 
* F STATINTL ne ee i : 
;. STATINTL | . 7 ul 
RSTATINTL .. - | | : , ae Ser © 
EB, eS aptain, USN tLe af Mek? oe 
, | a: Executive Director  /\ eel oe 
de ' ‘ ts : oe 4 is 7 aa } 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


ADMINISTRATIVE INSTRUCTION | i November 1950 


‘NO. 


SUBJECT: Reward for Superior Accomplishment. 


1. . The membership of the CIA Committee on Superior Aceom lishment 
as. shown in Paragraph 2, Administrative Ingtruction[ __] datea aa 


14 June 1948, is changed as follows:. 


xccotive. or Deputy Executive a Chairman 


Management Officer - Member 
Personnel Director ~ Member and Recorder - 


One representative designated Be 
Assistant Director or Starr ii 
Chief concerned. — a - Member . 


2. oan the aforementioned Administrative Instruction | 
wherever reference is made to the Chief, ECPeOnUG Branch, A&M, substi-+- 


tute Personnel Director. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Executive 
“oR 
DISTRIBUTION: No. 3. | oe ae ' 
Kena ee fee " + 
- RESTRICTED 
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CENTRAL INTSLLIGRNCE ..GENCY 
Washington, D.C. . 


31 December 1918 


eon - ADMINIS TRATIVa INS i 
pane. NUMBER 


SUBJSCT: Rewerd for Superior Accomplishment 


UTC aha ate sl Da a acs cab Salen nl SSRIS Ce eB Osi dpe cat tesa 


TAME y “potas rene cee 


es, ~ Paragraph 2, icoiniatree ve Instruction [| ee i 
: dated 1h June 1948, is mendes Sy cabins the skeen tive 
: for Administration and Management from committee member. = 
ship. | : | me =. a 4 

| FOR THE DIRECTOR OF CENTRAL INTELLIG#NCE: 


; 
; 
: STATINTL 


e 


Captain, USN a | os 
gxecutive: Director 


DIS TRIPUTION 
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